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Downtown Chicago—scene of this month's NOMA cont renee 

; é “ ar “oe 

@ Systems audits—the safe way to cut clerical cos 

@ How to plan and carry out an office moving assignment 


@ How to make organization charts effective and useful 
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slow poke accounting; get management control of 
figure facts with BURROUGHS SENSIMATIC 


In any business, a Burroughs Sensi- 
matic accounting machine speeds 
accounting procedure, slashes 
accounting costs, and gives you 
command at all times of all up-to- 
the-minute facts and figures relat- 
ing to your business. 


Handles one or many jobs. Exclusive 
sensing panel gives you a choice of 
four jobs at the flick of a knob. And 
the panels are interchangeable, can 
be adapted to any and all account- 
ing jobs. If you change accounting 
methods, just change sensing 
panels, not the machine. Goodbye 


to the problem of obsolescence! 
Simplicity of operation. Even the new- 
est operator can quickly master the 
Sensimatic,which makes thecompli- 
cated decisions and motions for her. 
Well-suited to your special needs. 
Whether your business is small or 
large, whether your accounting is 
routine or extra complicated, 
there’s a Sensimatic exactly suited 
to your needs. Call our nearest 
branch office today for a free demon- 
stration. Burroughs Division, 
Burroughs Corporation, Detroit 
32, Michigan. 


Use Readers’ Inquiry Coupon on Page 88 


BURROUGHS AND SENSIMATIC ARE TRADEMARKS 


BURROUGHS Sensimatic Accounting Machines 
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Out-of-town 


telephone calls 


help step up sales, 


keep down costs 


Out-of-town telephone calls help you 
cover more territory and find more 
prospects—without adding to your 
sales force. 


They save your salesmen time by 
lining up out-of-town business appoint- 
ments in advance, and by avoiding 
needless ‘‘cold”’ calls. 


They let you follow up inquiries fast, 
quote up-to-date prices, and close sales 
ahead of competition. 


[ore nnn nnn nn nn ne 2 nn ee nee ee 
\ 

| YOU SAVE MONEY 

WHEN YOU CALL STATION-TO-STATION 

instead of Person-to-Person 

: Day Rates (first 3 minutes) Each Added 

| For example: ‘ca “sence “oa a 
i 

; Chicago to Toledo $110 80¢ 20¢ 

| New Orleans to Houston $145 $105 30¢ 

; Detroit to New York $175 $125 35¢ 

; Philadelphia to Indianapolis $19° $135 35¢ 

: Washington, D.C., to 

Los Angeles $350 $250 65¢ 

} Add 10% Federal Excise Tax 

L. 


In every phase of business—in sales, 
purchasing, collection, production, 
shipping, inventory control—out-of- 
town telephone calls are among the most 
effective and productive tools of mod- 
ern management. 


Why not check to see if your people 
are making full, regular use of out-of- 
town telephone calls to increase profit? 


More and more companies are dis- 
covering that it pays. 


| BELL TELEPHONE SYSTEM 
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the 
EXPERIENCED HAND 


MAKES A 
_ WORLD OF DIFFERE 


For years, Macey-Fowler has been creating and furnishing offices for leading corporations, large and small. 
; Whether you need one steel filing cabinet, a complete board room, executive or general office groupings, 
os call Macey-Fowler 305 East 63rd Street, New York 21, TEmpleton 8-5900 /SRANCH 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


in this issue: 

Systems audits—the safe way to cut clerical costs 
by Ralph W. Fairbanks 

How to plan and carry out an office moving assignment 
by Robert C. Montgomery 

Pfizer International opens new, modern offices 

How we upped invoice output in less time 


with less help 
by W. E. Tully 


Chicago hosts NOMA conference 


How office managers rate job performance: a 
measurement guide 


by Robley D. Stevens 

U.S. World Trade Fair exhibits products of 43 nations 
at New York’s Coliseum 

Automation in the office 


Tools of the office series 
This month: Acoustical materials; floor cover- 
ings; overhead lighting equipment; movable 
partitions 

How to make your reports clear, concise and effective 
by Maryland Manger 

How to make organization charts effective and useful 
by Eugene J. Revolon 


29 


32 


34 


37 
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SPRING is traditionally the time 
for conferences and exhibitions, 
and May 1958 is no exception to 
the rule. Among the month’s 
major events are the U. S. World 
Trade Fair, and_ conferences 
sponsored by NOMA and AMA. 
NOMA’s 39th annual conference 
will also feature an office ma- 
chines exhibition, and is set for 
the end of the month in Chicago, 
time-honored convention city of 
America. See story, page 39. 


c Subscription: $4 a year in United States and in possessions, 


. ‘ Canada, Mexico 
er countries $9 a year. Single copies 45c; Yearbook Issue $1. C 


ico and 
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“I can thank the FH 


for my raise!” 


“I noticed that two girls in our depart- 
ment were often called away from their 
regular work to fold circulars, price lists, 
bills, or other mailing pieces. One day I 
did aX little computing, and showed my 


figures to the boss. A folding machine 


would save a lot of money, I said. He 
agreed. So we got a Pitney-Bowes folder. 
And I got a raise!” 


Folding is a mechanical job...done faster 
and better by the Pitney-Bowes Model FH 
than by human hands. And the FH costs 
less than a standard typewriter! Even 
the smallest office can well afford it. 
Electrically driven, and with 
semi-automatic feed, the FH can 
double-fold as many as 80 standard 
letter sheets a minute. (Automatic 
feed, at slight extra cost, is even faster. ) 

The FH can be easily set up and used ty 
anybody. Portable, it can be handily moved 
to any department where needed. 

Makes eight different folds, takes sheets 
from 3 by 3 inches to 8% by 14 inches, 
handles most standard paper weights and 
finishes and will fold sheets stapled together. 

Even with only occasional use, the FH 
soon pays for itself, in convenience as well 
as time saved. Ask the nearest PB office for 
a demonstration, or send coupon for free 
illustrated booklet. 


The larger FM, fully 
automatic, can fold up to 
19,000 sheets an hour. 


Costs less than a 
standard typewriter ! 


Move two knobs on inch scales 
to fold widths wanted—and 
the Fil is ready to go! 


1 ' 
a oa BOWES : PitNey-Bowes, INC. 4 
; & 2905 Walnut Street ; 
: Stamford, Conn. 
oldin 
7 : Send free booklet on Folding Machines to . 
a + 
Machines — 
' ' 
i] ' 
Made by the originator of the 4 Address ; 
postage meter . . . offices in 107 cities. A + 

6 Use Readers’ Inquiry Coupon on Page 88 


| ar anon conducted by John Diebold 


| ing firm specializing in data process 


| tions of management’s approach to 


| puter installations are likely to be dis 
| appointed. 


_ installed computing equipment, pre. 


Surveys on computers, 
EDP conducted by Diebold 


Partial results of a survey of 350 


NE 


& Associates, Inc., management consult. 


ing, were revealed recently by President 
John Diebold in a speech delivered 
before the Controllers Institute of 
America, Inc., New York. Certain of 
these results, he said, appear to lend 
substance to current critical re-evalyg } 


electronic data processing, while com 
panies that rely solely on clerical cost] 
reductions as justification for com 


Highlights of the survey, involving 
300 responding companies which have 


sent these statistics: 

@ 47 per cent of users of large com. 
puters stated that the introduction 
the computer has added to or produced 
very little savings in clerical costs; 


@ 58 per cent of users of mediump§ 
scale computers, and 65 per cent of 
users of small-scale computers reported 
similar experiences; 


@ 72 per cent indicated a monthly 
saving of less than $5,000, to be used 
to amortize the conversion and installa 
tion costs and provide a profit; 

@ 35 per cent of users of large com 
puters reported savings in clerical cost 
of more than $50,000 a month. (Mt 
Diebold concluded at this point tha 
where the program had been well mat 
aged, it can produce real savings, bit 
that in many cases the program haj 
not been well managed.) 

The survey indicates some satisfac 
tion with a computer’s contribution tt 
other areas apart from costs. It ques 
tioned whether results had lived uy 
to expectations in the “intangible 
areas. Almost 100 per cent said tha le 
their systems and procedures had bee! 
improved according to expectations. 0 
other fields, 95 per cent said their « 
curacy expectations had been met; §! 
per cent expressed satisfaction — wit! 


their new analyses of data. Expect More 
tions of faster management report sg 
were met by 81 per cent of respondents dees 
while expectations for reductions @ re 
peak loads were met in 58 per cent 0 mor 
cases reported. On a more genet} geap 
basis, 42 per cent indicated that the} 19 ey, 


experiences with the overall automat Dis 


data processing program had fale} write 
below the norm which they had { Call , 
tablished. In nearly all of these cas} ora t 
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NEW! THE SMITH-CORONA SECRETARIAL BRINGS YOU 


00 


no! 
luced 
$} 
lium} 
nt of 
vorted 


J 

onthly 
« 
> Seg 
stalla 


> com 
1 cost 
. (Mo 
t that 
| man 
xs, bill 
m hai 


ap 
ngible . ‘ 7 . . 
“| Test and discover the new lighter touch and livelier action 
| that means more typing speed, greater typing ease! 
em More typing freedom, more typing speed on the new Smith-Corona 
Secretarial Typewriter! New Speed Booster accelerates every stroke 


LOOK AT THESE EXCITING SECRETARIAL FEATURES! 
Clean, Modern Appearance + Seven Decorator Colors * Rugged 


rt : . 
Pee with less typing effort, makes the keyboard come alive — actually ao | eunea an ee te ©. ones cn cae 
tions gives you greater typing ease. The new Secretarial is available in fabric and carbon ribbon 
cent). And Smith-Corona’s Accelerator Action also brings you a marked models, in a complete range of type styles and carriage widths. 
ener improvement in typing quality! Each character prints the same 
b re clear, crisp impression — gives a uniform, professional appearance THE NEW 


toevery page of every typing job. 


eee Discover for yourself the light, lively touch, the crisp, clean SMITH-CO RON A 


write of Accelerator Action on the new Smith-Corona Secretarial. 


had ¢} Call your local Smith-Corona representative for a demonstration 
SECRETARIAL 


se cas} Ora ten-day trial in your own office today! 
EMEN! MAY 1958 Use Readers’ Inquiry Coupon on Page 8&8 q 
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DESK STANDS 


. 


EXPANDER CABINETS 


Ask the man 
from Acme 
to show you 


PN Ne V/ISIBLE 


speeds the availability of 
source material 

provides accessible filing | 
of the products of 


AUTOMATION 


Electronic machines produce punched cards and 
tapes at astounding speed. Once punched many 
become permanent records to be used over and 
over again. Acme Visible Records and equip- 
ment provide for filing and fast finding, with 
SEEABLE indexing that speeds the handling of 
this material to keep pace with the machines. 


ACME VISIBLE RECORDS, INC. 


Crozet, Virginia 


District Offices and Representatives 
in Principal Cities 

ACME VISIBLE RECORDS, INC., Crozet, Virginia 
We are interested in filing Y558 
(C0 Tapes (approx. length} ——__ 
(] Edge-punched cards 
[] 1.B.M. Cards 
{_] Have representative call. Date 


(Approx. number 
of records) 


——— 


NON re ee 


Attention ieee 


Address _ — 


City Zone State 
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tha 


respondents stated that the comput 
itself was not to blame. 
Reiterating his conclusions that aut 
matic data processing is a managemer 
problem, Mr. Diebold said that th 
varied results received from respop. 
dents concerning their experiences with» 
a data processing program sugges 
that a company’s management is oftey 
the major factor in determining th 
success of a given installation. He saif 
there had been a widespread unde. 
estimation by management in the fiel 
of automatic data processing—under: 
estimations of costs, of the difficultieg® 
and magnitude of the task of planning 
and control, and of the real potential 
of automatic data processing. His solw 
tion was for management to recogniz 
the real nature of the task and to of 
ganize to meet it. 
Results of the firm’s recent “Conia 
puter Census” of digital computer ip 
stallations show that a total of 4m 
large-scale and 1036 medium-scale comfim 
puters have been installed throughol 
the nation. When added to the 47 
small-scale machines in use, a total of 
almost 6000 digital computers 4 ue 
reached. eal 
The census points out that at presen 
approximately 3267 (279 large-scale 
1321 medium-scale and 1667 smal 
scale) computers are on order. 


Office supervisor wage rise’ Ro 
5.2 per cent in 1957 


The salary of office supervisors it- | 


creased by an average of 5.2 per cet! sla 
in 1957, reports the American Manage 

ment Association in its third annua —_ 
survey of supervisory managemet! oa 
compensation. Earnings of first-line — 
foremen and general foremen 10x mae ¢ 
by a similar percentage during th} Tent 
same period. Annual salaries for Inc., 1] 


types of office supervisors and firs} the co 
line foremen range from $4000 } ment. 
$9100, and pay for general foreme} $28,00 
falls between $6400 and $13,300, tht clean, 
study reveals. 

In general, the survey shows, th: Sen 
rate paid to the individual supervis 
varies directly with the level of © 
sponsibility involved, the complexity © 
the work supervised, and the number 
of employees supervised. While differ 
ent activities vary widely in this latte 
respect, the average number of ef 
ployees supervised ranges from 10 # 
15 at the lowest levels of supervisiol 
to 200 or more at the highest level. 

One of the principal problems thi 
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FRANK G. MARTIN, assistant secretary of Ross Lumber Company, Inc., 
Medford, Oregon, reports xerography’s versatility saves $28,000 a year. 


Ross Lumber Company, Inc. copies the quality, too 
...Saves $28,000 yearly on offset duplicating 


From the savings of just one xerograph- 
icoperation—the reduced reproduction 
time of its monthly detailed costs state- 
ment—the Ross Lumber Company 
Inc., Medford, Ore., more than pays 
the cost of its XeroX® copying equip- 
ment. Besides, Ross saves an estimated 
$28,000 annually by xerography—the 
clean, fast, dry, electrostatic copying 
process. 

Gratifying as these economies are, it 
is the flattering quality of the runoff 
© Xerography copies anything written, 

printed, typed, or drawn © Same, en- 
larged, or reduced size © Copies onto 


all kinds of masters— 
jo paper, metal, spirit, trans- 
sx lucent—for duplicating 
a Copies line and halftone 
3 subjects. 
= ual 
MAY 1958 


OF 


copies—each as sharp as the original— 
that enthuses Ross officials. Equally 
stimulating is xerography’s enormous 
versatility, which permits the enlarge- 
ment, reduction, or size-to-size copying 
—onto duplicating masters of all kinds 
—of anything written, printed, typed, 
or drawn. 

XeroX copying equipment is widely 
used in business, industry, and govern- 
ment for all types of paperwork ap- 
plications. Let us show you by facts 
and figures what it can do for you! 
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¢ Monthly detailed costs statements 
¢ Uniform-size insurance registers 

¢ Audit of two sales companies 

¢ Last minute changes on sales lists 
¢ Circuit diagrams for maintenance 


¢ Township section maps 

¢ Timber-cruiser estimates 

¢ Additional copies of invoices 
¢ Correspondence 

e Many others 


Write for proof-of-performance fold- 
ers showing how companies of all kinds, 
large and small, are cutting costs and 
speeding paperwork by xerography. 


HALOID XEROX INC. 
58-250X Haloid Street, Rochester 3, N. Y. 


Branch offices in principal U.S. and Canadian cities 


HALOID 
XEROX 
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REMOTE APPARATUS 


New Teletype Set 


SHIPPING 


CONTROL 


PAYROLL PLANNING 


INVENTORY 


SALES 
OFFICES 
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PRODUCTION 
PLANNING 


ACCOUNTING AND 
TABULATING 


DEALER AND 
DISTRIBUTORS 
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ties them together 


At 100 words per minute 


New Teletype Model 28 ASR Automatic Send- 
Receive Set . . . for your communication and 
data processing needs. 


Here is a “‘packaged’”’ set—a single, compact 
console with a complete array of facilities—to 
serve as a center for your message transmission 
and paperwork simplification systems. 


Facilities for typing . . . tape punching .. . 
tape transmission . . . tape reception . . . send- 
ing and receiving ‘“‘page’”’ copy on message paper 
or multi-part business forms . . . tape as a by- 
product of both incoming and outgoing mes- 
sages .. . a host of remote controls. All custom- 
ized to your requirements. 


Operates like a typewriter for preparing in- 
voices, shipping papers, etc.—but at the flick of 
a switch it goes ‘‘on-line”’ to tie together all your 
departments, all your plants—individually or in 
combination. 


The Teletype Model 28 Automatic Send-Re- 
ceive Set is NEW in every way: 


® New Compactness. Never before so 
many facilities in so small a space. Console 
measures only 39 inches high, 36 inches 
wide, 181% inches deep, with keyboard pro- 
jection of 41% inches. 


@ New Speed. Typing, transmission at 100 
words per minute. Off-line tape punching 
at higher speeds. 


@ New Features. Feature-packed for IDP 
and communications operations . . . The 
Teletype Model 28 ASR offers NEW ap- 
proaches to more efficient applications: (a) 
for the first time, all your punched tape 
can have the characters typed right on it 
—so it can be read and handled easily, by 
anyone in your organization; (b) “robot 
brain” Stunt Box—a miniature unit that 
is actually a built-in switching and remote 
control system; (c) facilities for translating 
electronic impulses from business machines 
into printed messages for office use or trans- 
mission to other locations. 


Requires less maintenance, too. De- 
signed, like all Teletype equipment, for 
dependable “round-the-clock” service; the 
Model 28 ASR is equipped with all-steel 
clutches that need oiling only twice a year, 
plus other features that assure low mainte- 
nance. This is important to operating effi- 
ciency whether you prefer to buy or lease 
your Teletype equipment. 


For more information, write to Teletype Cor- 
poration, Dept. 31E, 4100 Fullerton Avenue, 
Chicago 39, Illinois. 


TELETYPE 


YRPORATION 


sussioiary or Western Electric Company Inc. 
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office copy machine 
all-automatic 


DRI-STAT ‘200’ 


Here’s the photocopyer you've been 
waiting for. Low in cost, high in effi- 
ciency, the new DRI-STAT ‘200’ is the 
first truly automatic office copy 
machine priced under $350. 


Look at these wonderful features: 


e Will copy anything; if you can see it, 
the DRI-STAT ‘200’ can copy it. 

@ Makes copies in normal room light; 
no hoods or subdued light necessary. 


e Handsome stainless steel-aluminum 
construction; no plastic parts. 


Ask for this informative, un- 
biased fact-folder, “Office 
Copy Machines and How to 
Choose the One to Suit Your 
Needs.” 


yl 


STAT 


DRI-STAT DIVISION 
Peerless Photo Products, Inc. OM-5 
Shoreham, N. Y. 


[] Please send me your FREE folder, ‘Office 
Copy Machines and How to Choose the 
One to Suit Your Needs.” 


C1 I'd like to see a FREE Demonstration. 


e Easy to operate; anyone can make 
perfect copies after a few minutes’ 
instruction. 


e Copies any original—opaque, trans- 


lucent, transparent—up to 9” wide 
in any length. 


AUTO-FEED, an exclusive, automatic 
paper feed is optional. Dri-Stat ‘200’ 
with Auto-Feed is $245. Also available 
is the Dri-Stat ‘400’ which copies 
materials up to 14” wide. 


FREE...............500600 he) 


Name Sa 
© en sanccabiek ake —— — 
PEERLESS come 
“sr Street ow - “ 
City Zone State 
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companies face in compensating this 
level of management, the report con 
tinues, is maintenance of adequate 
differentials between the rates of super- 
visors and those of the persons they 
supervise. Under the upward trend of 
wage levels that has prevailed for some 
years, more than half of the companies 
surveyed have granted increases to 
supervisors to maintain these differ. 
entials. 

Some of the bonus and incentive 
plans especially designed for super. 
visory management contain an in- 
centive factor that rewards the super- 
visor for his contributions in controll- 
ing departmental expenses in his area 
of responsibility, the survey notes, while 
other plans give credit for such varying 
elements as unusually heavy work loads 
and the company’s sales growth. 

The survey covered the compensa- 
tion currently paid to more than 8600 
supervisors in 129 different companies 
in the United States. Fifty different 
kinds of supervisory activity were 
included in the study, ranging from 
clerical and tabulating functions to 
various types of production and main- 
tenance. 


In Short— 


Smith-Corona withdraws office units 
from fair trade 

Withdrawal of all portable type: 
writers and adding machines from fair 
trade has been announced by Smith- 
Corona, Inc. Prices for the units will 
remain unchanged, and list prices be 
come suggested retail prices. According 
to Drummond Gaines, vice president— 
marketing, the decision reflected the 
fact that fair trade had become 
unenforceable and, consequently, pen 
alized those dealers who supported it. 


Plan for EDP or go out of business, 
computer expert warns 

A warning that any company not 
actively engaged in planning for elec 
tronic data processing today stands aa 
“excellent chance” of going out of busi- 
ness within ten years was made re 
cently by Willis K. Drake, director o! 
marketing for Control Data Corp. 
Minneapolis computer firm. Address 
ing the annual meeting of the nine 
New York area chapters of the Systems 
and Procedures Association of America, 
Mr. Drake said: “It’s not necessary t 
have a_ million-dollar computer 0 
hand now, but it is essential to have 
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Clean White Border Eliminates Dyed Edges — 


MAJOR SOURCE OF SPIRIT HECTOGRAPH STAINS REMOVED! A 


Dyed edges of the master—long the biggest source of 

stains, smears and annoyance in spirit duplicating—have 

oe eliminated by Columbia’s new Classic Ready-Master 
nit. 

The hectograph coating of the new Classic Ready-Master 
is sealed off short of the edges—leaving a clean, dye-free 
border to handle. There’s no dye to rub off, stain and travel 
from typewriter to duplicator to files, either. Everybody and 
everything connected with your spirit duplicating stays 
cleaner with new Classic Ready-Master Units! 

The new Classic Ready-Master Unit incorporates these 


CLASSIC READY-MASTER BY 


COLUMBIA RIBBON AND CARBON MFG. CO., INC., GLEN COVE, NEW YORK 
COLUMBIA RIBBON AND CARBON PACIFIC, INC., DUARTE, CALIFORNIA 


MAY 1958 
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additional features: Tru-Guide Indicia, Tempflo Super- 
coating and Folded Construction . . . additional guarantees 
of long, brilliant runs and re-runs! 


FREE SAMPLE — See for yourself the new cleanliness new 
Classic Ready-Masters will 
bring toyour spirit duplicat- 
ing. For free sample write, 
using company letterhead: 
Columbia Ribbon & Carbon 
Mig. Co., Inec., 855 Herb 
Hill Road, Glen Cove, N.Y. 
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Known by 
the companies that keep it 


THE A.B. DICK OFFSET DUPLICATOR, MODEL 350. 


Who uses it? That is always a key question about any 
product. The trademarks above give the answer about 
the A. B. Dick offset duplicator, Model 350. 


To find out why such top firms have made the 350 their 
choice, mail the coupon below. Or call your distributor 
of A. B. Dick products. He’s listed under Duplicating 
Machines in the classified section of your phone book. 


* A-B-DICK 


DUPLICATING PRODUCTS 


3 A. B. DICK COMPANY, Dept. OM-58 
= 5700 West Touhy Avenue, Chicago 31, Illinois 


Please send more information about the A. B. Dick Model 350 
offset duplicator. 


Name_ 


Position 


Company ___ 
Address_______ 


City Aone State 
SPeeoeeoseseeeeeeeoeeeeeeeseeeeeeeeeeoeeeeeeeeeeseeeeeeoeee 
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people of experience and authority as- 
signed to study its application. Other- 
wise acompany will not survive against 
competitors who know how to use 
computers.” The challenge for business 
in the next ten years is two-fold, the 
speaker continued. First, American 
business must develop a new type of 
administrator who is trained to convert 
production and business methods into 
data processing terms, and second, the 
computer industry must continue to 
make its products more compact, more 
reliable and less expensive. 


Oxford Paper Company purchases 
Champion-International Company 

The Oxford Paper Co. will pur- 
chase next month all the outstanding 
capital stock of National Geographiz 
Society's wholly-owned subsidiary, 
Champion-International Co., according 
to a joint announcement from both 
firms. It was also announced that 
Oxford has entered into a long-term 
contract to supply the paper require- 
ments for the National Geographic 
Magazine. In 1946, the Society acquired 
the Champion-International Co., which 
ha; been supplying its paper needs 
since 1913. 


Psychologist warns of dangers to costs, 
production from mental illness 


The “hidden” mental health prob- 
lems of employees are causing losses 
in money and production for industry, 
according to Dr. Martin W. Schaul, 
industrial psychologist for National 
Foremen’s Institute, a division — of 
Vision, Inc., management and indus 
trial services firm. Although industry 
spends thousands to care for the physi- 
cal health of its workers, he continued, 
little is expended to treat emotional dis- 
turbances. Persons suffering from emo- 
tional stresses and strains constitute 
“the major mental health problem in in- 
dustry,” Dr. Schaul added, since “they 
exist in large numbers and . . . neither 
they nor their company is aware of 
how damaging their behavior is for 
productivity.” Industry, however, is 
doing almost nothing about these men- 
tal health problems. “Unfortunately,” 
he concluded, “there are only about 
six large companies in the U. S. which 
have a psychiatric service for their 
employees.” 


Government discloses new plan 
for small businesses 

Letters were recently sent to the 
governors of the 48 States, Puerto Rico, 
Alaska, and Hawaii, offering the serv- 
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The smartest 


convertible i in the 


Quick, easy — practical! Interchangeable carriages, in seven 
sizes—from 10” to 35”—means one Olympia can do the work of 
several machines. Just one of the big reasons why Olympia’s 
the world’s finest typewriter to do business with. 


You’ll find Olympia equipped with every worthwhile feature 
for easier, faster, finer typing. Precision-built for quiet, 
consistent, trouble-free performance...year after year. 


Put one to the test in your office—see what Olympia can do Write For A Free Demonstration Trial Today! 


—before you decide on any other typewriter. + OLYMPIA Typewriter Division 


, Inter-Continental Trading Corp. 
90 West Street, New York 6, New York 


a Gentlemen 
- eee — I’m interested in a free “on-the-job” demon- 
stration trial of your Olympia precision-built 


e ~ - : # - 
¢ y ty MA fare typewriter. 
for typing perfection — Please send me your free, fact-filled illus- 


WRITES BEST OF ALL... ted b 
—“ T's BUILT BEST OF au trated brochure. 


Nationwide sales and service— NAME. 
through authorized Olympia dealers. ig 


OLYMPIA DIVISION, INTER-CONTINENTAL TRADING CORPORATION, 90 WEST STREET, NEW YORK 6, N.Y. City. eee eeeeeeeee ZONE ———_STAT 
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IT’S THE ONLY FILE 
MADE PROVIDING 
SO MANY WORK- 
SAVING FEATURES 


, ett 


‘‘Really helps me file faster... 


po? 


and enjoy it 


Browne-Morse cuiper rites 


with feather-touch action 


NEW, FULL-LENGTH GLIDER 
SLIDE means smoother, faster, 
easier filing and more strength. 


COMPLETE RANGE OF SIZES 
in new decorator colors — two, 
three, four and five drawer 
heights (letter and legal) and 
card file sizes. 


GLIDER EXTENSION ARM 
equally distributes load over en- 
tire drawer. 


*Now at newly reduced prices with button-catch handles. 


FOLLOWER BLOCK keeps con- 
tents vertical at all times. Locks 
in any position. 


NON-LUBRICATING with spe- 
cially engineered case-hardened 
bearings that run in scientifically 
designed contoured raceways. 


MORE FLEXIBILITY with inter- 
changeable drawers. Drawers 
removed with easy automatic 


release. 


Write For Free Folder 


Architects of Efficiency 


“forse 
Be COMPANY 
MUSKEGON, MICHIGAN 


fox America’s Offices 
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ices of the Small Business Administra. 
tion to help small companies obtain 
a fair share of contracts under the 
multi-billion-dollar Federal-Aid High- 
way Construction Program, it was an- 
nounced by Wendell B. Barnes, Ad- 
ministrator of the agency. Mr. Barnes, 
in his letter to the governors, pointed 
out that Congress has recognized the 
potential impact of this Federal-Aid 
Highway Program on small business 
concerns and the necessity for insuring 
that small businesses will participate 
to the fullest extent possible. The 
Small Business Administration, in co- 
operation with the Department of De- 
fense, Post Office Department, General 
Services Administration, and _ other 
Federal civilian agencies, has set aside 
billions of dollars in contracts for com- 
petitive award to small firms. 


Secretaries association releases film 
on secretarial career 

“Journey for Miss James,” an ani- 
mated sound and color film about a 
secretarial career, was presented for 
the first time late last month during 
Secretaries Week by The National 
Secretaries Association (International). 
The six-minute film was produced for 
the Association by Animatic Produc- 
tions, Ltd., and represented the Asso- 
ciation’s first animated film _presenta- 
tion. Prints of the film are available 
to chapters of the Association through- 
out the United States, Canada, Hawaii 
and Puerto Rico. 


Stockholders’ need for inflation data 
surveyed by AICPA 

The American Institute of Certified 
Public Accountants has reported, as a 
result of a survey taken among more 
than 400 representatives of business 
firms and educators, that most corpora- 
tion officials agree that reports to stock- 
holders should give more information 
about the effect of inflation on deprecia- 
tion charges. While most do not recom- 
mend changing present methods of re- 
porting net income, they would ap- 
prove footnotes or supplemental income 
statements to show the amount of de- 
preciation in terms of current dollar 
costs. In commenting on the survey, 
an Institute spokesman said that stock- 
holders need to be told of the financial 
facts of life in order to understand 
what often happens to their dividends 
in periods of rising prices and higher 
costs. The significance of the survey, he 
continued, is in showing that many 
executives and educators think the 
stockholder may be seriously misit- 
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BUSINESS FORMS 
WITHOUT CARBONS 
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NCR PAPER DOES IT!... produces cleaner, clearer copies 


Business forms users everywhere are dis- 
covering that NCR Paper speeds up 
their,work. Without using carbon paper 
oreven any carbonization, this amazing 
paper makes perfect copies of sales slips, 
Invoices, premium notices, stock requisi- 
tions—any one of hundreds of applica- 
tions where clean, clear copies are needed. 

Non-smearing NCR Paper, perfected 
by the research laboratories of The Na- 
tonal Cash Register Company, elimi- 
hates smudging of copies or fingers and 


ANOTHER PRODUCT OF 


is easy to handle because it requires no 
carbon inserts. Up to five legible capies 
can be made with a standard typewriter, 
ball-point pen or pencil and eight or more 
with a business machine or electric 
typewriter. 

NCR Paper is simple to use. Just put 
together several forms. Copies are ob- 
tained from hand written or business 
machine or typewriter forms. Finished 
copies are always neat and clean, easy 
to read. 


THE NATIONAL CASH REGISTER COMPANY, payton 9, onio 


989 OFFICES 


MAY 1958 


IN 94 COUNTRIES 
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Have your forms printed on NCR Paper 
by your present forms supplier. You'll be 
amazed how easily it solves the problem 
of producing multiple copies. You’ ll get 
better, cleaner copies in less time! Phone 
your present forms supplier, to- , =e 
day, for further information. ‘ 


*TRADE MARK REG. U.S. PAT, OFF. 


NCR PAPER AND SUPPLIES | 
ACCOUNTING MACHINES 
ADDING MACHINES « CASH REGISTERS | 
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You be the 


JUDGE: 


You'll give the verdict to Neva-Clog, 
the plier-type Stapler. 


Pane | 
EASIER to use 


Try it—at no cost to yourself —in 
your own “office testing ground”’— 
where performance counts. 


You'll discover that the N-c plier- 
type Stapler is designed to cut office 
noise—because it just “clicks”—never 
goes “SLAM-BANG!” Handier because 
it fits so trimly in the steno’s type- 
writer well, any flat desk drawer, the 
executive’s attache case, salesman’s 
brief case or pocket. Popular be- 
cause it works right at the file with 
the clerk, needs no flat surface or 
pounding. 


FREE 10-day TRIAL 


Right now a Neva-Clog 
Stapler is available for 
a 10-day Free Trial — 
with no obligation to 
you. Your commercial 
stationer can arrange 
this Free Trial for you. 
Try it, you'll prefer 
Neva-Clog .. . the 
plier-type Stapler! 


NEVA-CLOG 


PRODUCTS, INC. 


Bridgeport 1, Connecticut 


0. H. DAVISON & CO., Pacific Coast 
Rep., 609 Mission St., San Francisco, 
Calif. @ JIM W. COOPER, JR., Southern 
Rep., P. 0. Box 2152, Atlanta, Ga. @ 
CANADIAN STAPLES LTD., Montreal, 
Toronto, Winnipeg, Vancouver 
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formed about his investment unless he 
has information about the effect of in- 
lation upon depreciation. 


Smith-Corona and Marchant Calcula- 
tors agree on merger 

A merger of Smith-Corona, Inc., and 
Marchant Calculators, Inc., has been 
agreed upon in principle, according to 
a joint announcement by Elwyn L. 
Smith, president of Smith-Corona, and 
Walter Kassebohm, executive _ vice 
president and general manager of Mar- 
chant. The directors of the two com- 
panies have authorized the preparation 
of a formal merger agreement for sub- 
mission to the boards and shareholders 
of both companies. Shareholders of 
Marchant would receive 114 Smith- 
Corona shares in exchange for each 
Marchant share. Mr. Smith and Mr. 
Kassebohm stated that they consider 
the proposed merger to be in the best 
interests of both companies for the fol- 
lowing reasons: To create a new major 
marketing factor in the office equip- 
ment industry; to provide a more di- 
versified base of operations, and to 
develop, through research, the electron- 
ic data processing and allied fields. 


New building increases 
Allis-Chalmers’ facilities 

A new building comprising 110,000 
square feet of floor space was opened 
recently by the Allis-Chalmers Mfg. 
Co. in Milwaukee. It provides office 
space for more than 800 employees. A 
meeting room on the first floor features 
a built-in projection booth and fiber 
glass side-by-side locking chairs, and 
can accommodate 500 persons. Trans- 
fer to the new building earlier this 
Spring represented the largest move- 
ment of office equipment in the history 
of Milwaukee. Included were 525 
desks, 156 tables, 662 files, 114 cab- 
inets, 49 book cases, 429 office ma- 
chines, 808 chairs, and more than 3,000 
cartons of books, manuals and similar 
articles, 


Vacation survey reports 
findings for 1958 

The Vacation Survey Report, issued 
recently by the Office Management As- 
sociation of Chicago, indicates the fol- 
lowing typical changes in vacation pol- 
icy for 1958: Encouragement of vaca- 
tions at any time of the year, instead 
of from June 1 to October 31 exclusive- 
ly; an added three weeks after 10 years 
service; all vacations scheduled be- 
tween March 1 and January 1, due to 
lack of work; closing down completely 


in July; two weeks vacation after one 
year of service; after 25 years of sery. 
ice, four weeks vacation prior to 1953, 
and three weeks after five years oj 
service or more. Two hundred and 
sixty-four companies were included in 
the survey. 


Cushman & Denison announces moy 
to new quarters 

Cushman & Denison Mfg. Co., office 
supplies manufacturer, has moved it 
central offices from New York Cit 
to quarters adjacent to its new manu 
facturing plant in Carlstadt, N. J. 


New business machines company 
formed on West Coast 

Formation of Office Dynamics Corp, 
a new business machines company, has 
been announced by Edward A. Krupo- 
tich, president. Executive offices are 


located at The Beverly Hilton, 9876 | 


Wilshire Blvd., Beverly Hills, Calif. 


People in the News 


Donald Healy, tormer controller and 
assistant secretary, has been appointed 
treasurer, Metlwal Division, and Kar 
H. Miller, former general manager 0 
the Engineering Division, has been 
named engineering and manufacturing 
coordinator, Metlwal Division, Vir 
ginia Metal Products, Inc., Orange. 


Va. William R. Stephenson has beei 
promoted to controller and assistant) 
secretary. . 

Charles Salem, former general office | 
manager of Suburban Propane Ga 
Corp., Whippany, N. J., has joined 
Facit, Inc., New York, as office and 
personnel manager. | 

Nathan Picker has been  electe’ 
president of the Association of Tem 
porary Office Services, New York. 

Lambert L. Lind, Jr., Ebasco Set\ 
ices, Inc., has been appointed speci 
assistant to the director, Advance Re 
search Projects Agency, Department 0 
Defense. 

K. W. Watts, former vice president 
has been elected president of the Le 
Febure Corp., Cedar Rapids, Tow: 
L. T. LeFebure, former president, w® 
named chairman of the board, and 
]. C. Greedy was named vice president 
and treasurer. 


Richard C. Warren has been 4 
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MEN! 


THEY GO TOGETHER 


“THE SUPERLATIVE” 


“THE ADMINISTRATOR” 


irs = 


...timeless classics that 
STRIKE A NEW NOTE 
in Business Comfort and Decor 


Enduring American Classics . . . in the tradition 
of Cramer style leadership. Designed to harmonize 
with each other and with steel or wood desks 

Over 100 different colors and combinations 

in quality fabrics, including Naugahyde. 

Write for descriptive literature and name 

of nearest dealer. 


STANDARD OF THE 
OFFICE SET 


Cramer Posture Chair Company, Inc. 


“THE SECRETARY” 
Dept. U 625 Adams St., Kansas City, Kans tt Ga ase. B 
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AMERICAN AUTOMATIC TYPEWRITER COMPANY + 2323 NORTH PULASKI ROAD + CHICAGO 39, ILLINOIS 


20 


A flip of the switch... 


a press of the button... 


Auto-typist eliminates routine typing 
and dictation...by automation 


Auto-typist brings you office automa- 
tion! It’s the fastest, most accurate 
way to handle all repetitive corre- 
spondence . . . and it’s true that well 
over half of general office correspond- 
ence is routine, or follows a standard 
form. Sales letters, order ackn« »wledg- 
ments, answers to inquiries, collection 
letters, just to name a few, can be 
handled efficiently and economically 
by Auto-typist. Any one of your girls 
can turn out 125 letters a day with an 
Auto-typist—3 to 4 times normal man- 
ual typing output. Any standard office 
typewriter can be converted into an 
automatic typing machine—and one 
average typist can operate as many as 
four Auto-typists. 

How Auto-typist works . . . Care- 
fully prepared letters or paragraphs 
are perforated on a paper roll which 
operates the typewriter keys ... Simi- 
lar to a player-piano roll. Twenty or 


thirty complete letters can be in- 
cluded, or a series of paragraphs 
which can be combined to make up 
many letters. 

Salutations are manually typed, 
then, by merely pushing the num- 
bered button or buttons that corre- 
spond to the letter or paragraphs 
desired, Auto-typist automatically 
picks out the letter, or assembles the 
paragraphs in proper order, and types 
it perfectly! Manual insertions can 
also be made at any point desired. 

The Auto-typist method . . . the 
perfect push-button method of typing 
automatically . . . offers definite sav- 
ings to every cost-conscious organiza- 

tion. Write for free booklet. 


MANUFACTURERS OF AUTO-TYPIST, COPY-TYPIST AND CABLE-TYPIST 
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pointed director of education and per. 
sonnel research on the staff of the di- 
rector of personnel, International Busi- 
ness Machines Corp., New York. 

James H. Walker has been appoint. 
ed to the newly-created post of con- 
troller, finance, for the Telecommunica- 
uons Div., Industrial Electronic Prod. 
ucts, Radio Corp. of America, Cam- 
den, N. J. 

Ralph V. Coles has been appointed 
general manager of the new Eastern 
Research Center of Robertshaw-Fulton 
Controls Co., King of Prussia, Pa. 


Books and Pamphlets 


MODULAR MANAGEMENT AND 
HUMAN LEADERSHIP, by Frank 
Pieper. 288 pages. Methods Press, Box 
gogo, University Station, Minneapolis 
14, Minn. $6.50. 

Written as a practical manual on 
how to help workers work, and_ad- 
dressed directly to the working leader, 
this book situation in 
which the foreman or supervisor in 
industry and government finds himself 
today. It shows how the leader is 
caught between the demands oi scien- 
tihe or “modular” management and 
the needs of workers for human lead- 
ership. By defining how he talks both 
to and with workers, it indicates how a 
leader “leads,” and provides a scale 
by which leaders may measure how 
“directive” or “creative” they are with 
workers. It also outlines ten functions 
of leadership and explains, with prac- 
tical examples, how to lead in carry- 
ing out each function. Further dis 
cussions include how to give “psycho 
logical pay,” how to prevent work 
problems, how to solve work problems 
that can’t be prevented, the “how-to” 
method of writing and using standard 
methods, and how to lead both spur 
ofthe moment and planned group dis 
cussions. Mr. Pieper is coordinator ot 
employee training at the University 0! 
Minnesota. 


discusses the 


ANNOTATED BIBLIOGRAPHY OF 
AUDIO-VISUAL AIDS FOR MAX- 
AGEMENT DEVELOPMENT PRO 
GRAMS (Third Edition), edited > 
Charles A. Hebert. 24 pages. Research 
Service, 353 W. 57th St., New York 19 
$3. 


Purpose of this revised, up-to-date 
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“We're never late filling 
production orders 


_..$ince we put in our versatile 
Ozalid One-Writing System” 


© 


SS 
bd we 


ME MONTHS AGO. % \- 
R CAME TO ME.., 
LOOK! YOU SAID YOU WERE GOING TO - |'VE BEEN WORKING OUT A DIRECT COPY SYSTEM 


DO SOMETHING ABOUT ALL THIS PAPER WORK. WITH OZALID'S SPECIALISTS. IT SHOULD END ALL 
: THIS HAND-COPYING OF ORDERS THAT CAUSED 


THE BOTTLENECK... AND LOST US MONEY 


IT STARTED SO 
OUR PLANT SUPERVISO 


| KNOW! BUT NOW I'VE FOUND THAT 


THERE IS SOMETHING WE CAN DO. ' fray Se Men ) 
2 -~ ; : Q ~ ; 


NOW WITH OUR OZALID SYSTEM IN FULL SWING ..- | | 

mA HE THAT'S BECAUSE OZALID DIRECT COPYING | AND NO MORE ERRORS.  "™ WHAT'S MORE, WITH OZALID COPIES, 
YOU CERTAINLY PICKED "ea HAS REDUCED THE NUMBER OF PRINTED THEY USED TO CAUSE US THE COST DEPARTMENT CAN DETERMINE 
A WINNER! OZALID IS FORMS BY 50% ...AND SAVED US 16 HOURS fm SO MUCH DELAY, AND ALL gag COSTS AT ANY STAGE OF MANUFACTURE. 
- REALLY HELPING US. 4 DAY ON LABOR FOR EACH 100 ORDERS. THAT RECOPYING. 


wa GET OUR ORDERS OUT 
IN JIG TIME. 
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SEND COUPON FOR FULL SAVINGS STORY 


eparch 
wes DIRECT |COPY|,SYSTEMS Firm 
— 7CUPY/ | 

Address. 
A Division of General Aniline & Film Corporation 


s aon aie daw eave — 

p dis L | | 
; west Cost Per Co 
tor ol : : : o : . ° . Cc PY ee l Ozalid, Dept. AA-5 [ 
ae af Ozalid Direct Copying ends wasteful “repeat writing” in | Johnson City, N. Y. l 
: every department...makes dry, perfect copies in seconds. | Please send more information on Ozalid One-Writing | 
And a letter-size sheet of Ozalid paper costs you less than | systems for ome departments: 7 1 
ry OF a penny—lowest cost per copy of any copying process. : Purchasing | Order-Invoicing Accounting e. 

\ {N- | [] Receiving Production Control Engineering \ 

PRO Name. ¥ 

ed ‘ Position 1 ioe. 
! 
! 


to-date In Canada: Hughes Owens Company, Ltd., Montreal 
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In dozens of departments, in dozens of 
ways, colored pencils promote effi- 
ciency! COLOR speeds and simplifies 
paper work. COLOR calls attention to 
rush orders, corrections, vital statistics. 
COLOR clarifies plans, charts, maps 
and diagrams. In short, COLOR saves 


22 
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Mest 100 tee 


‘in preparing charts , : 


you minutes, mistakes and money! 

For fine work, try Eagle VERITHIN— 
the thin lead checking pencil (in 40 
vivid colors) that takes a fine point, 
makes 5,000 check marks from a sin- 
gle sharpening, won't run when wet! 
For all bold marking, use Eagle 
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PRISMACOLOR — the thick lead atl 
pencil (in 60 brilliant colors) that holds 
a sharp point, won't fade or smear! 


For more details on using color in you 


ffice, write to Eagle Pencil Company 


Dept. C.C., 703 E. 13th St., N.Y. 9, N.Y 


ior free illustrated brochure 
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Prevents 
splashing, 
spilling, 
splattering of 
bubbler stream. 
Stainless steel— 
easy to clean. 


pase Full width design 
j permits water 
control from any 
point in front 

of cooler. Special 
design prevents 
scuffed shoes, 
stubbed toes. 


Just dial the water 
temperature you 
like best. Eight 
different settings 
offer wide 
selection. 


mi te 


@® ADJUSTABLE BUBBLER 
@® HANDSOME STYLING 

: @ SPACE-SAVING DESIGN 

@ 5-YEAR PROTECTION PLAN 


How many water coolers 
ey do you need and where should 
= they be located for best results? 


| G-E Water Coolers are available in 14 different 

models with capacities from 2.85 to 21.5 gallons 

per hour. Call your local G-E Water Cooler dealer 

or write to General Electric Co., Commercial & 

- a Industrial Air Conditioning Department, 5 
Lawrence Street, Bloomfield, New Jersey. 


Make sure you get all these features... 


specify GENERAL ELECTRIC 


_ WATER COOLERS 


ASK ABOUT Hot ond 


biblicgraphy is to provide in a single 
reference publication a classified, in. 
dexed, descriptive list of audio-visual 
aids suitable for use in) management 
development programs in all types of 
organizations. The new edition in. 


cludes a total of 321 titles. Material 


for higher management levels are fea- 
tured throughout the — bibliography 
which also lists materials for super 
visory and foreman training. Subjects 
covered in the list of moving pictures, 
filmstrips, tape and dise recordings, 
and miscellaneous training aids range 
from the induction of new employees 
to uses of electronic computers for 
management controls and the principles 
of operations research. A. special new 
section lists theatrical tilms which have 
been used experimentally by industrial 
groups in human relations training 
Appendices describe other published 
guides to audio-visual aids, and a read- 
ing list on the use of these aids in 
management development programs. 


HIGH-SPEED DAT.i ~>=PROCESS. 
ING, by C. C. Gotheb and |. N. P. 
Hume. 305 pages. McGraw-Hill Boob 
Co., Inc., 330 W. 42nd St., New York 


36. $y.50. 


5 


The important principles and gen- 
eral techniques of processing data a 
high speeds, particularly for business 
purposes, are outlined in this new book. 
A wide range of subject matter, from 
the method of representing informa- 
tion In a processor to advances in auto- 
matic programming, are covered, ind- 
cating how data processors work, how 
they are used, and what their advan- 
tages are. Among the many topics dis 
cussed are use of large random access 
stores; form of files in high-speed data 
processing, with emphasis on_ sorting; 
machine organization; the instruction 


code; analyzing, programming and 


| coding; reliability and checking; com- 


Cold Combinations, | 


pressure and bottle 


types—also refrigerated | 
compartment models. | 


Progress /s Our Most Important Product 


In Canada, Canadian General Electric Co., Ltd., Montreal 


| 24 Use Readers’ Inquiry Coupon on Page 88 


GENERAL @@ ELECTRIC 


parative studies in machine techniques, 
and planning and = scheduling. The 
book does not confine itself to any 
particular machine, but covers dati 
processors of all types and from all 
manufacturers. To focus attention on 
the fundamental operating principles 0 
all high-speed data processors, a hypo 
thetical machine, representing a sy 
thesis of several existing machines and 
incorporating the full complexity of 4 
real machine, is used as a model. The 
authors are associate professors, Com 
putation Centre and Department ot 
Physics, respectively, at the University 


of Toronto. 


OFFICE MANAGEMENT 


—_ 


*: r, RK 
ahs. = ‘ 
a 
ae 
. | ee 
cn 
~ 
<2 Fs ey ‘ Be 
bas | a ANTI-SPLASH BASIN 
Spc _ * nh if 
. wane ao i . “ ee ge 
es - |. | ._ ». a 
| Meee = NO-GROPE PEDAL 
; | ranantenneeleetcesantanbantons | e 
a FF Sere : . ’ 
rer - | > 
ie . aa ae | «th P 
Fy ws ee rere “ret ae : a : 
ee Ee i a ae Di b 
Se ’ ert ert gee: 9 e. 
— reer re _ & 
ee a ee ei a * auth 
big | | eSSSSesess) TEMPERATURE DIAL 
ae : a eer tran: 
tee ‘ _ ee | 
i: 4 Cee Ree “7 I 
re Se ade i a 
: — | S2SsseseseG — eu 
ig 8, et ee cS Finke 
ag a SSESS52E2 o (} ana Cleri 
s Co oe ee be es 
a aH unde 
* i ‘ 
= WN) Publ 
. ° Mag: 
and. 
eecereeereersn is en 
Senin tote opel 
. C= of * prot 
tee a. 4 che 
oe: _ — | * prot 
| a. | ) sha 
ro # u° Spe 
s tt (ay 
|: 
aa mic 
-:SESSEESS== —srese: 
Cd coupon 
ee tional cx 
Po 
a 
a i 
. _ti“‘(‘(arlt!UUUC”Ctét‘(‘(iaia“am€§ r: 
= 
ee re 
: | ee 4 
a Pe 
. ee es | AY 1 
~ 
2 oe 
? “9 a. ae m > - ae Uh ee a (4 - a jar, ga "os x Y ‘ q a . : ae a. 
a oo Zz ‘ Rete a - oi a ie r a > 4 aa is. _ As coe ‘i aie », : 2 i : - = 
= - Pe ss ay - i a Bee le ee re Sey 


‘ad- 
in 


ting; 
ction 

and 
com: 
ques, 
The 
) any 
data 
n ali 
yn On 
sles of 
hypo 
sy 
s and 
J of 4 
. The 
Con 
nt ot 
versity 


no. fina ‘series on low cost microfilming 


this book 

can 
revolutionize... 
and economize 
your daily 
office 
procedures! 


Just published by 

Diebold, Inc., this 

authoritative manual 

contains the complete 

transcript of the first 

symposium ever held on 

the use of Procedural Microfilming 
an everyday office tool in 
Clerical Cost Control. 


The symposium, held at the 
Park Lane Hotel in New York City, 
under the chairmanship of Jerome W. Harris, 


Publisher and Editor of Management Methods s GFT p> : 
Magazine, was sponsored by Diebold 7 Z. - RA 9600 2. 


and covered such subjects as: 


* reduction of clerical * elimination of * Motorized 
operations descriptive billing ¢ Portable y 

* protection against bad a 
a g © uses in budget e Lowest Cost | 

* protection of accounting =. 
shareholders records © savings in credit = 3 


° speeding tax reports 

* increasing inter-city 
banking services e uses in field audits 

* uses of procedural : : 
microfilming in market _° savings in the 


operations 


research educational field, etc. ¥ FLOFILM 9600—firs: 
. microfilm camera 
<r specifically designed a: 
" 1 Microfilming.” pag hn 
|) For your free copy of “Procedural Microfilming” clip the for “Procedural Microfilming. — 


MENT 


Coupon to your business letterhead and mail today. Addi- iaeelaleciaeamaemmmeacm as 
tonal copies are available at $1.00 per copy. ' DIEBOLD, INC. Dept. 96 Ri 
Flofilm Division ' ok 
t tee 
2 - . Norwalk, Conn. 4 | at 
ors Please send copy of “Procedural Microfilming” to H aig 
= ee ' om 
; a 2 we 
; Name Title : ee 
i F : mh & Co. apes 
_ tC RP ee aTtendo . e aeied ; i 
= ' Addr 1 a 
- Flofilm Division e Norwalk, _. ' He 
City Zone State. ; 
t 
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A NEW CONCEPT OF EXECUTIVE ENVIRONMENT 


... dramatically achieved through the tasteful inter- 
mingling of exciting new materials, colors and design. 
Limitless in variation, Italic Styling can be tailored to 

the precise character of the business — the personality 
and taste of the executive. 


To acquaint yourself with this magnificent furniture, the 
focal point of Italic Styling, and our complete interior 
design services, call your GF dealer or branch, 
or write for your full-color Italic Styling brochure. 
GF Studios, Dept. O-13, Youngstown 1, Ohio. 
Division of The General Fireproofing Company. 


€ Ktalic Slyling BY GE STUDIOS 
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Coming Events 


AMA Spring Insurance Conference. 
New York, May 5-7. 


Sponsor: American Management Asso- 
ciation. Place: Hotel Statler. 


2nd Edition U. S. World Trade Fair. 
New York, May 7-17. 


Place: New York Coliseum. 


AMA General Management Confer- 


ence. New York, May 12-14. 
Sponsor: American Management Asso- 
ciation. Place: Hotel Commodore. 


AMA Special Economic Mobilization 
Conference. New York, May 19-20. 


Sponsor: American Management Asso- 
ciation. Place: Hotel Astor. 


ASPA Tenth Annual 
Philadelphia, May 19-21. 
Sponsor: American Society for Per- 
sonnel Administration. Place: Ben- 
jamin Franklin Hotel. 


Conference. 


NOMA Office Machinery & Equip- 
ment Conference & Exhibition. Chi- 
cago, May 25-28 (Conference); May 
26-29 (Exhibition). 


Sponsor: National Office Management 
Association. Place: Conrad Hilton 
Hotel. 


NACA 38th Annual Cost Conference. 
Chicago, June 23-26. 


Sponsor; National Association of Cost 


Accountants. Place: Conrad Hilton 
Hotel. 


NSA International Convention. Minne- 
apolis, Minn., July 16-19. 

Sponsor: National Secretaries Associa- 
tion (International). 


Management Development Center 
1958 Summer Conferences (12th 
ae Pasadena, Calif. September 
Sponsor: Management Development 
Center, California Institute of Tech- 
nology. Place: California Institute of 
Technology. 
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ALMOST 


seen power behind every throne, a fig- 


inevitably, there is an un- 
ure marked by obscurity and devoted 
to the ruler’s hard burden of leader- 
ship. Inadequately salaried, she (what 
else?) has for generations graced oflice 
and battlefield with her diligence and 
silent accomplishments, launched ships, 
and inspired men to the summits ol 
achievement. She is found in various 


places, is alert, noble, and she has 


many names: Girl Friday, Josephine, 


Miss Jones, Beatrice, Juliet. 


IN THE 


hundreds of these heroines, from g to 


business offices of America, 
5 each day, clear the way for those 
they serve. Since 1942, National Sec- 
retary Week has been sponsored by the 
National Secretaries Association (In- 
ternational) to herald the unmedalled 
and underpaid females whose job it is 
to coddle, feed and obey their masters, 
the bosses. This year, April 20 to 26 
was set aside to commemorate the sec- 
retary and her brave efforts to provide 
invaluable support for the power on 


the throne. 


THESE DAYS, according to the Wall 
Street Journal, “Many secretaries . . 
are assuming a good many duties large- 


ly left in the past to executives.” And 


“Much of the 


work of high-salaried aides could be 


from Nation's Business: 
done by a good secretary.” No doubt, 
a few of us would admit this pub- 
licly, but by now the heroines them- 
informed of 


selves must have been 


their talents. A revolution may be in 
store for office procedures. Soon we 
may find the girl with the typewriter 
and pad in the vice president’s chair, 
Or, at 


the very least, National Secretary Week 


dictating to the vice president. 


may become as important as Christmas 
or Easter, and as widely celebrated by 
everyone. In any event, never under- 
estimate the power of a woman, espe- 
cially one whose talents include mak- 
ing a man think he can and does do 


everything himself. 


ONE OF the newest additions to the 
ranks of professionalism is the Nation- 
al Secretaries Association (Internation- 
al) and to top that, the establishment 
of a higher order known as the Certi- 
fied Professional Secretary. The ranks 
are shifting, as you can see; for better 
or worse nobody knows, but there’s no 
stopping the left hand when the right 


hand is too busy to notice it. 


V2obert- 1 Sach, 
Editor 


NIGP 13th Annual Conference and 
— Exhibit. Boston, October 
0-0-8 
Sponsor: National Institute of Govern- 
mental Purchasing. Place: Hotel Stat- 
ler. 


IMS 5th Annual International Meet- 
ing. Philadelphia, October 16-17. 


Sponsor: Institute of Management Sci- 


ences. Place: Sheraton Hotel. 


SPA International Systems Meeting. 
Pittsburgh, October 13-15. 


Sponsor: Systems & Procedures 
ciation of America. Place: 
ton Hotel. 


Asso- 
Penn Shera- 


CIA Annual National Conference. At- 
lantie City, N. J., October 19-22. 


Sponsor: Controllers Institute of Amer- 
ica. Place: Chalfonte-Haddon Hall. 


NMA 35th National Conference. Los 
Angeles, October 23-25. 
Sponsor: National Management Asso- 


ciation. Place: Hotel Statler. 


FGAA 8th Annual Symposium, Wash- 
ington, D. C., November 17-18. 


Sponsor: Federal Government Ac- 
countants Association. Place: Shore- 
ham Hotel. 
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New Clutter-Proof Desk 


How much time and money do cluttered desks 
waste in your office? 

Desk top clutter and desk drawer hodgepodge 
aren’t confined to the careless. Even people who try 
to be neat and efficient get no help from their desks. 

But this new Shaw-Walker Clutter-Proof Desk 
actually “lends a hand.” Fully 75% of the things 
that pile up on top or in drawers of other desks 


“Built Like a 


Skyscraper” 


keeps top clear and organizes drawers 
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SHAW-WALKE 


Everything is in the drawers—even wastebasket and phone. 


How to get new freedom to work 


have a specific place inside this desk. 

The in-drawer organization is a 
marvel of convenience. There are in- 
drawer letter baskets, work separa- 
tors, letter files, card trays, forms 
shelves and work tools organizers. 
There’s even an in-drawer wastebasket and pro- 
vision for an in-drawer telephone. 

Usable working space on the desk top is doubled. 
You get new freedom to work. 

See these new Clutter-Proof Desks at one of our 
17 branches or 470 dealers. There are 58 beautiful 
color combinations. Or write for our new 252-page 
Office Guide. Shaw-Walker, Muskegon 15, Mich. 
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Largest Exclusive Makers of Office Equipment 
Muskegon 15, Mich. Representatives Everywhere 
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Systems audits--- 
the safe way to cut clerical costs 


Small organizations as well as large firms can be helped _ processing pipelines that lead to ac- 
“. 2 . . counting; perhaps there really is some | 
by a systems audit in a time of falling sales. Weak spots 


ss basic inefficiency in the department 
are not easy to discover and correct— which seems to be in trouble. | 


By Ralph W. Fairbanks An old _ solution 


Fairbanks Associates Inc., M Cc 1 Greenwich, Conn. 


Management could clear up the 
ONE OF THE most familiar decisions — misfunction—still do not feel justified whole difficulty by in effect “buying” 


Americans had to make, in the days in taking on the major expense of a a new car—going in for an overall 
\ before “planned obsolescence” had its complete system overhaul. Yet what systems revision, in which all areas of 
Ty brief fling, was the choice between can they do? Even though the mal- the company are geared to the newest 
)} repairing and replacing. Last year’s function appears to be in one area— —_ and most efficient possible way of doing 
car might be developing a few small accounting, for example—how is man- things. Or it could devise patchwork \ 
mechanical troubles; the question was = agement to know if that is just where remedies aimed at solving what seems 
whether it would be best to have it the trouble appears to be. Perhaps to be the basic problem—and hope that 
repaired, or trade the whole machine the true causes lie farther back on the the difficulty really lies in the affected 


~~ 


in for a brand new model. 

It was a decision that was usually | 
made on the basis of price and service | = 4.3 
expectancy. If the old car had reached isi 
a point where repairs were becoming | 
almost as expensive as the amortiza- 
tion of a new automobile, and prom- 
ised to become increasingly necessary, 
then usually the old one would be 
traded in. If, on the other hand, the 
necessary repairs were fairly minor, 
and gave every promise of giving the 
car another fairly long span of useful 
life, the new super-eight model would 
be forgotten. 

That was, as we say, a familiar de- 
cision until a few years ago, when 
people became conditioned, almost as 
an automatic reflex, to turning in one 
| year’s model for the next whether there 
was any real necessity for it or not. 
That was one sign of a boom time; it 
is a sign we are not seeing this year. 


Re a Ro 


Expense of improvement 


To a degree, many businesses are : 
| faced with the same type of problem 
today, except that the alternatives open 
to them are not so well known. More- 


over, in today’s economy many busi- 
nesses, knowing very well that there 
ae areas in their office operations that 
could stand improvement—that, in the 


; — The impartial eye of the management consultant investigates and evaluates 
automobile analogy are beginning to existing company procedure for revision and improvement 


eMEN! § MAY 1958 


Za A! ebay he i. oe eel ive oe 7 7 ae sear = | . a aan tS i = ae aa : a 2 I See) ar Be" 

r a. — iss at ei Bere | a ae Bc ae aa * - ewe ; ae 

= ear 

St See 

ee 

; a 

: 1 RI De O08 oc Re eel ES = 
- | : = 

A) 1 c 

28 g , ’ 7 = Pin ke 

» Sac 
a Eee ee 

aed wees 
Ff i ae 
q is 
r ee ; | : 
ee | ym > 

‘ a 

i . i tee 

oa 3 a: 

= 3 oe 
ae 

# 

ee — a 
Ee 8 tee ee K~ee 
: xD Cayo > | Ff} __}- 6 ‘a g 

a , _A — a rt yaege CT Te +’ Pa 

” = <a EY ant — aoe 8 

me \ | : od 4 eT le . T " 2 

| oe ate * = o~r-- _. = 

y 

> ot 

ithe 

29 ¥ 4 =a 


AtuL 


department, and not somewhere in the 
supporting areas. 

The one process is an expensive way 
to cure what may be only a trivial 
symptom; the other may not help mat- 
ters at all. But, in instances where the 
company was not large enough to sup- 
port a fully-qualified systems and pro 
cedures staff of its own, very little else 
could be done in the past. 


New system more effective 


Now, however, a new approach to 
“systems audits” being offered by some 
management consultants gives manage- 
ments of such small and medium-size 
companies an opportunity to “look be- 
fore they leap.” Management can find 
out definitely what is wrong—and in 
what areas—and how easily it can be 
repaired, before deciding whether a re- 
pair job or a replacement job is needed. 
Management can also decide who 
should be given responsibility for the 
“repair or replacement” job—its own 
internal force or a member of the con- 
sultant’s staff. 

It is a recently-developed idea in 
management consulting, and, to some, 
a startling one. But it has one major 
advantage which will serve to make it 
far more common in the near future: 
it works, and it usually brings savings 
far in excess of the expense. Further- 
more, it brings those savings rather 
quickly. 

Why should a management consult- 
ant be called into the picture? Why 
can't the company carry out its own 
analysis, and perform its own repairs? 

In many instances it can. If it’s a 


A financial audit will reduce costs without hurting the company . . . 
EAA OTT A I TT A LNRM 


small company, headed basically by 
one or two men who have kept in close 
touch with every activity of the or- 
ganization and know every step in its 
Various processing sequences, it can 
usually tell with pretty good accuracy 
where the true trouble spots are. If 
sales are dropping, and costs are hold- 
ing level, it can tell usually where 
it is safe to slash back, where present 
staff and procedures must be held at 
all costs. Usually. In a period of re- 
cession, even some men who have con- 
trol of every phase of their business 
can be honestly bewildered as to where 
it is safe to cut costs, where it would 
be foolhardy and a compromise of the 
company’s future to do so. 

But in the larger company, which 
has become big enough to be depart- 
mentalized, and which is basically run 
by a management group rather than 
one or two individuals, the problem 
of finding the weak spot in any in- 
stance, finding the expendable areas in 
lume of recession, becomes infinitely 
more complicated. Each member of 
the managing group may have differ- 
ing backgrounds; one may be a finan- 
cial man, another a production man. 
still a third may have spent his life 
in sales. Each has differing slants on 
the importance of the various functions 
within the organization—which is na- 
tural, but which doesn’t necessarily 
make for the best possible decisions in 
time of retrenchment. 


Impartial review of procedures 


This is where the systems audit 


comes in. Just as every firm goes to 


an outside source once or twice a yeu 
for an impartial, cbjective review of 4 
its figures, so it makes sense at an 
time to have an outside expert reviey 
the company’s overall procedures, an; 
basic systems operation. In times suc) 
as these, it not only makes sense as; 
generally beneficial practice; it make 
even more sense in that it can serve a 
an accurate guide to reducing cos 
without hurting the company. Aifte; 
all, a financial audit is merely a chee} 
on one well-defined area, merely re 
views a formal body of figures whieh 
have already been prepared according 
to well organized procedures carrie 
out by specialists. As such, the finan 
cial audit is merely a check and con 
firmation on figures that are almos 
always quite accurate. But in systems 
with their infinitely more comple 
structure, their generally quit 
haphazard growth, an audit will almos 
invariably turn up weak spots, inefi 
ciences, glaring inconsistencies. 

And all of these cost the compan: 
money. 


and 


Cutting unnecessary costs 


Eliminating the most obvious 0 
these weak spots—toning up the sys 
tem is wise in terms of the gener 
company well-being and cost pictur 
at any time, of course. But it become 
vastly more important at a time whet 
companies can best preserve their profi 
margin by cutting unnecessary costs 
And it can serve a further purpose a 
such a time in guiding the compan 
to true evaluation of the importanc 
of each of its functions in a time oi 
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By analysis and resulting reorganization, the management consultant’s plans for more efficient procedure 
will help to consolidate all departments into a more smoothly organized unit of operation. His im- 
partiality will trace and eventually eliminate errors, thus binding each internal link of company proce- 
dure more securely for minimum error and maximum profit 
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falling sales, and thus to an understand- 
ing of which activities can be and 
should be cut back, which should be 
preserved or perhaps even expanded. 

In one company, the cure for falling 
ales may be expanding the sales force, 
and increasing the advertising budget, 
while closing down two marginal 
products, and concentrating on the 
products on which the company makes 
the greatest profit. In another com- 
pany, perhaps the best solution would 
be a general reduction of staff in many 
of the clerical processing divisions, ac- 
complished by closing down permanent 
positions as workers leave under the 
normal processes of attrition. 

All these things can be accomplished 
by a well-organized systems audit, car- 
ried out by qualified people, if the 
recommendations stemming from the 
audit are put into effect. This is an- 
other benefit of periodic audits beside 
the immediate benefit of identification 
repair or redesign of the worst weak 
spots or bottlenecks in the present sys- 
tem. 

Now how does all this differ from 
the general system analysis and design 
which has been so well-publicized in 
the past—the “new model” plan? 


New plan less expensive 


For one thing, it is considerably less 
expensive, and thus its cost is overcome 
oy the savings it achieves much faster 
than is the case in a complete system 
overhaul. Furthermore, it takes con- 
siderably less time. Lastly it implies 
repair and tightening of an existing 
system rather than installation of a 
new system, and as such, calls for a 
minimum of capital expenditure, re- 
raining and reeducation of personnel. 


Just how does the system audit plan 
work? What is involved for the com- 
pany which decides to call in a con- 
sultant to check the efficiency of its 
present system, and make recommen- 
dations for improvements within the 
framework of that system? 


The new system in action 


Basically, the initial phase is very 
similar to systems analysis and design 
in which the analyst studies all phases 
of the present system in terms of the 
company’s purposes, and objectives 
(which are agreed on with manage- 
ment before he begins his survey). 
However, in systems audit, the analy- 
sis phase does not have to be carried 
out in such thorough detail as it does 
in systems analysis as a preparation for 
systems design. In the audit the an- 


alyst’s main purpose is not to design 
an ideal system embracing all the com- 
pany’s functions, and streamlining and 
dovetailing its entire work flow; his 
major purpose is to find the worst 
weak spots, in terms of costs that are 
too high, or inefficiencies that are 
hampering the company, and do his 
intensive work on cleaning up these 
bad areas. 

So first the analyst sits down with 
management and determines with 
management what the company’s basic 
objectives and long terms goals are. 
Then he concentrates on general areas 
within the company as a first clue to 
diagnosing company weak spots rather 
than surveying every detail of com- 
pany operations on the “walk-through” 
basis that is the foundation of systems 
design. 

The general areas he examines are 
broad in scope, but if there is some- 
thing badly wrong even this first ex- 
amination will usually reveal it. First, 
the analyst will check company costs, 
overall and by departments; second, 
total number of personnel in each de- 
partment; third, relation of the com 
pany to its competitors; fourth, major 
objectives of the company as outlined 
by management; and last, the long: 
range plans of the company, its own 
forecast of its future. 


Results of investigation 


Now, at the very beginning, he may 
find that costs of one department seem 
very far out of line. It is obviously a 
place to investigate. The investigation 
may prove there are excellent reasons 
for the high costs of the one depart- 
ment; that it has additional responsi- 
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How to plan and carry out 


an office moving assignment 


Moving your offices can be done more economically, 
and more quickly, by coding each piece of equipment and 
having competent people assigned to direct the movers— 


By Robert C. Montgomery 


Treasurer, Stewart, Dougall & Associates, Inc. 


WITH THE rapid growth most bus- 
inesses have experienced since the war, 
the company which has no need for 
larger or better designed office space 
is exceptional. And moving costs are 
large. New furniture and decor, the 
services of architects and engineers, the 
costs of walls, lighting, floors, ceilings 
and all the other items of construction 
amount to a staggering total. Starting 
from scratch in a newly constructed 
building, the typical money-conscious 
general office will spend upwards of 
$15.00 on each square foot of new 
space. Much of the initial expense may 
be laid out by the landlord but only if 
he can get it back as additional rent 
beyond the lease-term. 
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Expert advice is available on con- 
struction and decorating, but the phy- 
sical act of moving is something for 
which you must bear the primary re- 
sponsibility yourself. Here, again, the 
cost is a major item—upwards of 25 
cents per square foot to the moving 
contractor for a local move and at least 
twice that in the time of your own 
people assigned to the work. And even 
the best planned move will create a 
certain amount of chaos in the work of 
the whole office. 


Costs $200 to $1000 an hour 


Careful planning in these areas 
means less time spent for the moving 
contractor (and his meter is running to 


the tune of $200 to $1000 an hour). 
More important still, a well-organized 
move will hold to a minimum the it- 
evitable disruption of your office rov- 
tine and give your office staff visible 
evidence of your management ability. 


Begin with a furniture layout 


Most of the things you will have to 
move from one place to another comt 
under the heading of Furniture; and 
the beginning of the moving plan 
should be the first rough furniture lay- 
out. This must be started early, for 
while furniture locations are finally 
governed by the locations of walls, elec 
tricity and telephones, these immovable 
objects can be located intelligently only 
if you know your furniture requife 
ments early. And, of course, the furn' 
ture requirements are governed by the 
location of your personnel and the oF 
ganization you prescribe for them. 

Unfortunately, early planning has (0 
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be tentative, for your architects and 
engineers will make layout revisions, 
and your operating staff will have last 
minute, worthwhile changes to suggest. 
Drafting table drawings are not sufh- 
ciently flexible to permit easy change, 
and many of the staff people you will 
want to consult will find them difficult 
to read. 


One company did it this way 


In a recent move by Stewart, Dou- 
gall & Associates, New York market- 
ing consultants, the solution to this 
problem was the use of a clear acetate 
overlay sheet, ruled to the same 
quarter-inch scale as the ar} ‘ect’s 
plans, together with pressure.) sive 
furniture templates. Both are suppied 
by Chart-Pak, Inc., of Stamford, Con- 
necticut. A black-and-white print of 
the architectural plan is the best back- 
ground, with all partitions, columns 
and exterior walls blocked-in heavily in 
color. The acetate sheet is laid over 
this plan and the two firmly bound to- 
gether. Templates, cut to exact scale 
size with a pair of scissors, will adhere 
to the acetate and yet can easily be 
taken up and replaced without loss of 
adhesive qualities. As changes are 
made in the underlying plans, the as- 
sembly can be taken apart and a new 
black-and-white print substituted. If 
the acetate is replaced in exact register 
with the plan, templates need be 
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changed only in the immediate area of 
the architectural change. 


Coding is the key to efficiency 


Space is provided on Chart-Pak’s 
templates for a coded serial number 
for each piece. These should be the 
numbers used when you actually place 
moving tags. Careful thought should 
be given to the numbering system, 
with all of the emphasis placed on giv- 
ing quick directions to a moving man 
waiting with a desk on his back for 
someone to tell him where to put it. 

Generally, the first number of your 
code should show the floor to which 
the piece is assigned, the second the 
portal or entryway giving fastest access, 
the third the specific office, and the 
fourth and fifth the identity of the in- 
dividual piece. 

Before the tagging process can begin, 
you've got to find out, if you don’t 
know, exactly what furniture you now 
have. A complete inventory should be 
set up on file cards—grouped by type 
of furniture, desks, chairs of each type, 
machines, and so forth. Include a card 
for each item you have already decided 
to buy, and don’t leave out, as yet, the 
things you think you'll probably throw 
away. 

Assignment of individual pieces can 
begin as soon as the inventory is com- 
plete. A control sheet should be set up 
showing the pieces in each office in tab- 
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An architect’s plan covered with clear acetate overlay provides basis for coding your new office areas and equipment 
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ular form. As each piece is assigned, 
the code number can be read from the 
template and entered on the card, and 
a check-mark on the control sheet and 
on the template itself will show that 
the assignment has been made. This is 
a time-consuming, jig-saw-puzzle pro- 
cess, particularly when it becomes ap- 
parent that many of the first, tentative 
assignments must later be changed. 
But it is a great deal easier to move 
templates and change code numbers 
than it is to move furniture, especially 
if the temporary owner has become at- 
tached to it. 

Completion of this work will indi- 
cate what equipment, if any, is surplus 
and what additional new equipment 
must be purchased. And incidentally, 
buying new equipment and fitting in 
surplus may well mean another shuf- 
fling of assignments, because you'll 
probably want to give the new pieces 
to the senior people and let their assis- 
tants have the hand-me-downs. 


Tagging equipment completes plan 


Final completion of the furniture 
layout means that you’re ready to begin 
tagging. Generally speaking, every 
piece which will rest on the floor of 
your new office should appear on the 
layout and be tagged with its indi- 
vidual number. Anything else—boxed 
supplies, small machines, lamps—can 
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Pfizer International 
opens new, modern offices 


New international headquarters office in Manhattan 
reflects progressive thinking of this fast-growing antibiotics 
corporation— 


Modern decor is keynote of attractive reception areas on each floor 


Vice President John O. Teeter’s office emphasizes comfort, compactness 
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AUTHOR John Gunther recently ob- 
served, after touring the Brooklyn 
headquarters of Chas. Phzer & Co, 
Inc., that the company is “not only 
large, but has grown recently with 
astounding speed—it is, in fact, one of 
the fastest-growing corporations in 
America and . . . is the largest pro- 
ducer of antibiotics in the world.” 
This statement was made in_ late 
1957, about seven months after the 
firm’s International Subsidiaries moved 
into its convenient new headquarters in 
the rapidly-developing Grand Central 
area of midtown Manhattan. Mr. Gun- 
ther’s words well might have been ap- 
plied also to the recent expansion of 
Phzer International, since frequent at- 
tacks of growing pains prompted the 
subsidiary company to move from its 
former home in New York’s financial 
district almost one year ago. A little 
later, this company was joined by some 
divisions of the parent company. 


Varying color schemes used 


The new air conditioned ofhces are lo 
cated in 90,000 square feet of floor 
space on floors 9 through 15 in one of 
the city’s newest skyscrapers, and can 
accommodate 600 employees. Archi- 
tectural layout and furnishings were 
designed by Leonard & Colangelo, 
New York business and industrial de 
sign firm. The layout of each floor i 
similar, yet individualized through use 
of varying color schemes in lobby and 
reception areas. Contemporary fut 
nishings both complement the moder 
character maintained throughout and 
add distinction to the interiors. 

“High-rise” elevators, which permit 
express runs from the lobby of the 
building to the lowest floor of the com 
pany’s offices, open into bright recep- 
tion areas located on each of the sevet 
floors. Washable, off-white vinyl plas 
tic, sprayed on the walls ot thes 
rooms, keynotes the modern decor pro 
vided within. The typical interior floor 
plan has clerical departments located 
in the middle of the floor, surrounded 
on two or more sides by executive of 
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Fifteenth floor houses spacious executive suites, 


Office above features personalized, 
custom-built furniture, unique lighting arrangeme 


nt, and informal conversation area 
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worldwide operating centers 


Bold color, soft music enliven cafeteria designed to hold 150 employees 


Large, centered clerical departments have wide corridors, new recessed lighting 


fices. Open planning allows for free 
access among these departments. 

The ninth floor houses the Accounts 
Receivable Department, a large clerical 
area, and accompanying individual of. 
fices which are lined half way across | 
the perimeter of the floor. These pri. 
vate offices, measuring nine by twelve 
feet, set the pattern for similar offices 
on upper floors. In their design, utility 
and compactness are accented, and in 
most instances they are adjoined by 
secretarial areas for use by these 
executives. 


New lighting featured 


The ceiling of this floor, as well as 
of all others, features the latest tech. 
niques in recessed lighting. Ribs of 
two-by-four panels enclose 50-candle 
power lighting, emitting a soft, steady 
glow which is enhanced by the light- 
colored acoustical tile ceiling. This 
same type of ceiling is used through- 
out, and standard floor material is viny! 
asbestos, blue-grey in color, to recall 
Pfizer’s standard grey office furniture. 
Additional space on the ninth floor is 
reserved for future expansion purposes. 


On the tenth and eleventh floors are ) 


the parent company’s public relations 
department, and two of Pfizer’s do- 
mestic marketing divisions, J. B. Roe- 
rig & Co., and the agricultural sales 
division. 

The twelfth floor, apart from con 
taining general and private offices, 
houses employee facilities. A catered 
cafeteria, seating 150 persons, is dec- 
orated in tangerine, charcoal and 
white, with white-topped Formica 
tables. To add to the continuity of 
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How we upped invoice output 

— . . | 

in less time with less help 
Syrup manufacturer uses continuous-form statement 


in conjunction with tape punching equipment and Teletype 
to greatly speed production and achieve “a real saving’’— 


CENTRALIZATION, utilizing mod- 
ern office equipment and forms, has 
made it possible for us to produce a 
greater volume of invoices for our three 
syrup factories in less time than ever 
before—yet with a smaller staff. 

The Dr. Pepper Company is strictly 
a syrup manufacturer. Our home office 
and one factory are in Dallas. Other 
factories are in Baltimore, Md., and 
Birmingham, Ala. We sell drums of 
syrup to franchised bottlers, and gallon 
jugs or cases of jugs to jobbers, such as 
soda fountains, wholesale grocers, or 
concessionaires. 

Each factory used to bill its own 
customers. Separate invoices were pre- 
pared on billing typewriters, and the 
invoice carbons were mailed to Dallas. 
We had to depend on the mail for 
information necessary to recap and 
summarize our sales. The system was 
slow, and hard to check. Typing errors 
certainly weren’t uncommon, either. 


Data summarized daily 


Now, however, we produce our in- 
voices for all three factories in Dallas. 
We summarize, recap and prove our 
information daily, and all the records 
are easily available for checking pur- 
poses. In addition, the invoices them- 
selves are more accurate because most 
of the information is typed on them 
automatically, reducing the chance for 
human errors. 

We have achieved all this by going 
from individual invoices to Standard 
Register continuous-form invoices, and 
producing them on a tape-reading and 
tape-punching typewriter which sim- 
ultaneously cuts a shipping tape. This 
we send via Teletype to the other fac- 
tories. All repetitive information is fed 
into the tape-reading and tape-punch- 
ing typewriter by means of edge- 
punched cards. The operator only types 
in a small amount of variable informa- 
tion, 

The continuous invoices mean a real 
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By W. E. Tully 


Chief Accountant, Dr. Pepper Co., Dallas 


os 
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After customer credit has been checked, operator withdraws appropriate edge- 
punched ecards from adjacent tub-file .. . 


Operator next types date, customer’s order number, and shipping data onto 
invoice. She then runs punched ecards through machine which types information 
and automatically prints invoice total 
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saving in time. The effort formerly re- 
quired to load invoices into the ma- 
chines and take them out, can now be 
devoted to producing them. Even the 
carbon removal is speeded up—it 1s 
much faster to take a long strip of 
carbon paper from, say, five invoices 
in continuous form, than to take five 
pieces of carbon from five separate in- 
voices. 

The over-all efficiency of this system 
is particularly valuable right at the 


end of the month, as might be 
imagined. In addition, it has permitted 
us to eliminate one employee from our 
Dallas clerical staff, and transfer the 
billing clerks at the factories to other 
jobs. Our operator now averages about 
250 invoices a day. 


How invoices are prepared 


All orders come to our office in 
Dallas, usually by mail, although 
we occasionally get rush orders by 


SO op. dogty: 


As invoice is typed, tape is punched for out-of-town orders .. . 


It is then transmitted via Teletype to nearest plant, where order is filled and 
shipped with bills of lading prepared there 
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phone or wire. W. W. McCoy, man- 
ager, Customer Order 
checks each customer’s credit, and 
ok’s the order. It then goes to the 
Trafhe Department, where routing in- 
formation is marked on it. Next, the 
order comes to our operator. She has 
beside her, a tub file containing edge- 
punched cards of three types, custom- 
er, item and billing cards. 

Customer cards are separated into 
bottler cards and jobber cards and tiled 
alphabetically by city, not by name, be- 
cause so many of our customers are 
“The Dr. Pepper Bottling Company,” 
in various cities. These cards include 
the customer's name and address. 

Item cards are separated into drum 
cards and jug and case cards. There is 
a drum card, for example, tor one 


Department, 


drum, two drums, etc., up to 60 drums. 
Each card lists the number of drums, 
total number of gallons, weight, unit 
price and total price. These are filed 
numerically. Jug and case cards are set 
up similarly. 

The operator pulls the proper cus- 
tomer card, item card, and billing card 
for the order. Using the keyboard, she 
types in the date, order 
number, and shipping information. She 
then runs each of the three cards 
through the machine. It “reads” the in 
formation punched into them, types it 
on the invoice, and automatically types 
in the total. 


customer's 


Tape produced simultaneously 


At the same time, a tape-cutter on 
the machine produces a tape which in- 
cludes only the customer’s name and 
address, shipping information, and 
quantity of the item to be shipped. 
This tape is not produced if the order 
is to be shipped from Dallas. For Bir- 
mingham or Baltimore orders, the tape 
is transmitted via Teletype to the prop- 
er plant, where the order is filled, and 
shipped along with bills of lading 
typed there. 

For orders to be filled at these two 
factories, the operator uses six-part 
Standard Register Kant Slip continuous 
form The parts are: cus- 
copy, collection advice, sales 
department posting copy, advertising 
accounting copy; sales register, and 
zone sales manager’s copy. 

Dallas orders go on an eight-part 
continuous form invoice, which i 
cludes three bills-of-lading. The parts 
are: customer's copy, advertising, col- 
lection advice, posting copy, zone sales 

(To page 80) 
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THE 39th Annual National Office 
Management Association Conference 
aid Office Equipment Exhibition at 
the Conrad Hilton Hotel in Chicago op 
May 26-28, inclusive, will feature talks 
by six speakers as well as exhibits of 
the latest office equipment, machinery, 
furnishings, supplies and services. 


Wade Fetzer, Jr. 


“Philosophy of Management” is keynote theme of 39th 
anual meeting and office equipment show, May 26-28— 


As the keynote speech for Monday's 
technical sessions, an address on the 
“Philosophy of Management” will be 
given by Wade Fetzer, Jr., president of 
the Chicago insurance firm of W. A. 
Alexander & Co. This address will set 
the theme for these sessions. The sub- 
ject of “Office Preblems,” emphasizing 


Chicago hosts NOMA conference 


the planned development of ofhce 
workers and the employee's relation- 
ship, will be covered in a speech by 
T. A. Duckworth, secretary of Em- 
ployers Mutual Insurance, Co., Wau 
sau, Wisconsin, during Tuesday's 
meeting. An audience participation ex- 
periment in “Effective Creative Think- 
ing” will, at the same time, be con- 
ducted by Dr. B. B. Goldner, professor 
of industry at LaSalle College, Phila- 
(To page 70) 


T. A. Duckworth 
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How office managers rate job performance: 


a measurement ouide 


The Task Statement and Standard of Performance are 
two major parts of a system which is vital to the effect and 


fair operation of businesses— 


By Robley 
tc 


D. Stevens 


Wash D. C. 
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PERFORMANCE RATING is a man- 
agement tool with which an office ad- 
ministrator measures the work per- 
formed by an employee against the 
requirements of the job. 

One of the fundamental precepts 
of management is that your office 
should pay employees a fair day’s pay; 
employees in turn must render a fair 
day’s work. To carry out this precept 
it is necessary to have tools to measure 
both the fair day’s pay and the fair 
day’s work for all office positions. In 
your office, position classification is the 
tool which measures a fair day’s pay. 
Performance rating is the tool which 
measures a fair day’s work. 

Under a performance rating system 
each employee should prepare a two- 
part statement. One part may be called 
the Task Statement. This tells him 
exactly what he is expected to do. The 
other part is called the Standard of 
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Performance. This tes him for each 
task, exactly how he is expected to do 
it, when he is expected to do it, how 
well he is expected to do it, and in 
what manner he is expected to do it. 


Other rating uses 


Of course, a performance rating 
system has other valuable uses in ad- 
ministrative and personnel manage- 
ment beside the assignment of per- 
formance ratings. In your office it can 
apply to the following: identifying 
areas for methods or work-flow im- 
provement; identifying areas where 
additional training is needed; control- 
ling size of staff and personnel costs; 
assigning proper grade and series al- 
location in position classification; aid- 
ing in initial selection of qualified 
workers and in proper placement; and 
improving morale and promoting good 
employee relations. 


Preterably, Task Statements and 
Standards of Performance should be 
prepared by the office administrator, 
because he is the individual who as 
signs the work and sets the standards. 

Before this is done, every office ad- 
ministrator should know and _ under 
stand the following: 

A task is an item of work, or a 
work operation. It defines for the em- 
ployee what he is to do. An individual 
job, or position, may be composed of 
one or more tasks. 

Performance standards are simply 
statements that tell the employee how 
well he must perform a task so that 
he may be considered a_ satisfactory 
worker. Standards cover how much, 
how accurate, in what time period, or 
in what manner, the task is to be per 
formed. They also tell the employee 
how performance is measured, when- 
ever the standard is not expressed in 
terms of quantity. 

Of course, task statements should 
be prepared by an analysis of the job 
as the office employee is actually per 
forming it. In this process of job analy- 
sis, the tasks should disclose the follow: 
ing: each employee task should be seli- 
contained and must be a_ significant 


OFFICE MANAGEMENT 


aaa ; 
oy ‘ t 
Bigs << 
Re 
fore ist | 
a 
<) a | 
Sa oa; , aati m3 
Pa. ‘ = “a cu. 
a we 7 : : 
e AS oR. vas 
Wits a —— a: ———$— ae aoe bie J — be 
ee. : —. rs es _ ; —_— a 
a | 34 : > S : 
_ Sa y aie & ; > vel 
i : i V7 ofh 
A i 7 77 | e y are 
See Ne Be. \ aaa an 
; “ /] (i ca. ) 
i ; ¢ 5 Py a] dec 
Ss ae ( % 7 - 
ot | 7 Pe : yy . 
a : ; & a sid 
aa | _ be > iN 3 4 dar 
t he a, 3 ae , & ee 
ay ms = & - ae | ih : ° 
cite is ss 3 #6 ‘ 25 se 
“ me ‘ pee ati Ui A x ee ._* Te zt 3 J 
re iat Ze as a at a 7 
a 4 fa Ae iy ‘i 1 
es k ’ a ot, Bis his 
; _ ma 
s ‘ eac 
. ; i It i 
at ra ial 
ates 
odige nur 
a ul 
¥, " 
4 oy rece 
ei 
es Ge 
A 
ee — i 
ry | will 
3 tion 
Wei. | lists 
ed, | Nam 
ao Wor 
, ee Dep 
7 Me Desc 
NS j Fe 
se ee, La on 
ee Ansv 
i x 
ae ro 
‘d Maki 
(any, ad 
Ip RY: File 
| : Prep 
a Prep 
‘ File 
oo! Arra 
an es Mise 
Se | Total 
mee Cert 
ed | the 
2 B the 
a int 
: is be 
: . to k 
yy i . 
ae Is no 
rs . emp 
¥ idler 
re tribu 
N 
——- 
ee, a Wa 
3 agair 
eo = 
ne 
é3 LS ated ey - -" Fg ot ean: ee, ‘ee 


and 
1 be 
ator, 
0 as 
ards, 
e ad- 
inder 


or a 
> em- 
idual 


ed of 


imply 
- how 
» that 
actory 
nuch, 
od, or 
e per 
ployee 
when- 


ed in 


should 
re job 
y per 
analy- 
‘ollow- 
ye. sell: 
ificant 


MENT 


duty; tasks should be listed in a logical 
manner, by category or responsibility; 
there should be clear and simple lan- 
guage, not “jargon,” ambiguous or 


vague expressions; each task should 
be listed separately. 

After the task statements are de- 
veloped and double checked by the 
office administrator to assure that they 
are clear and understandable, perform- 
ance standards can be developed. In 
deciding the proper standard to be 
used, these pointers might be con- 
sidered: how much (quantity stan- 
dards); how well (quality standards); 
in what time (time standards); and, 
in what manner (manner of perform- 
ance standards). 

The preparation of task lists for 
the office administrator and each of 
his workers is the means by which 
management accurately learns what 
each person in the office actually does. 
It is a list of “doing things.” The time 
spent on each of the tasks and the 
number of units (work) produced each 
day, week, or month also should be 
recorded. 


Determination of tasks 
Below is a sample worksheet which 
will give you an idea of how an opera- 
tions list can be determined from task 
lists. 


TASK LIST OF INDIVIDUAL JOBS 


Name of employee ...... Date prepared 
Working title ........... Wage-salary rate 
ae er 


Description of operation .. Hours per week 


Attend office meetings . 
Answer telephone 
Type Teletype from 
rough draft ......... 
Make appointments for 
administrator ...... 
File correspondence 
Prepare reports ..... 
Prepare special reports 
File Teletypes ...... 
Arrange conferences . 
Miscellaneous ......... 
Total hours of work . 
Certified by: 


> 
Oo 
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> 

OnnN NYG 
w 
o 


Through the task list chart study, 
the office administrator can determine 
the following: What work is actually 
being done? Who is doing the work 
in the office? and, How much time 
is being spent on it. This is essential 
to know, for if the work in your office 
is not distributed equitably among your 
employees, it can lead to low morale, 
idleness, and work loads poorly dis- 
tributed among individual employees. 

No standard is valid unless there is 
4 Way to effect a comparative measure 
against it. The measure should be one 
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that can be applied objectively and 
factually in your office. 


The meaning of rating 


Set the standard in your office. This 
is the most important part of the entire 
system. Its function is to represent sat- 
isfactory, not perfect, performance. 

For position classification purposes, 
and for other phases of office manage 
ment, it is important that certain ele- 
ments of a position be clearly shown. 
You should specifically define these 
elements: place of the job in your office; 
authority and responsibility of the in- 
cumbent; scope and difficulty of the 
work; extent of the supervision re- 
ceived or exercised; and purpose or 
effect of the employee’s work. 

In some office positions there are 
performance elements which are highly 
important, but which do not apply to 
a specific task. Examples of these are 
reliability, cooperativeness and observ- 
ance of office rules. 

It is not, of course, the purpose of 
this article to tell an office administrator 
how to supervise or a manager how 
to manage. However, Task Statements 
and Standards of Performance are es- 
sential to the phase of supervision and 
management involving the evaluation 


of office-employee performance. They 
also may be used to great advantage 
in making the everyday job in the 
other phases of office management 
more effective. 

Valuable use of task statements can 
be made in identifying areas where 
methods improvement are indicated 
and in pointing out actual improve- 
ments. They also are an invaluable 
aid in the training of all office em- 
ployees, used for training a new em- 
ployee in the requirements of his job, 
the office procedures, and the most 
eficient way of doing his work. 

The definite production standards 
—the how-much standards—which are 
part of the Task Statements and Stan- 
dards of Performance, are a very ef- 
fective tool in determining the size 
of the office staff required and in 
keeping the available personnel fully 
occupied at all times. 


Evaluation of job candidates 


In selecting new employees, the 
definite statement of job requirements, 
which is contained in all adequate task 
statements and standards of perform- 
ance, aids the office supervisor in identi. 
fying job candidates who possess the 
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Here the balanced scale reveals that there is a proper ratio between work 
performed and job requirements, according to administrative qualifications 
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Some of the contemporary displays where merchandise from around the world are shown. Goods are divided into eigh 
categories, including office machines and equipment 


U.S. World Trade Fair exhibits products 


of 43 nations at New York’s Coliseum 


MAY 7-17 are the dates for the second 
annual 1958 United States World 
Trade Fair, to be held in New York’ 
Coliseum. Although so comparativeli 
new, the 1958 Fair will boast mot 
exhibitors showing more products tha 
the 1957 version, according to tht 
management. 


Prominent among the _ displays 
which will cover goods made in 
parts of the world, will be foreign 0: 
fice machines and equipment. The! 
will constitute one of the eight cate 
gories into which the products show! 
at the Fair are divided. 

If last year’s figures are indicati 
of attendance ratios at this year's & 
hibits, 43 nations will participate of 
cially, and 60 countries will be rept 
sented by some exhibits. In 1957 30 
exhibitors displayed their wares. 


Last year’s attendance figures, whit! 
Glassware and other contemporary household articles are presented 
by the Benelux nations 
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Garment industry gets new integrated data 
processing system for records management 


THE RECENT demonstration of an 
imegrated data processing system for 
the records-keeping problems of the 
garment industry inaugurated the in- 
sallation of the Capelin-Royal McBee- 
Friden electronic equipment for the 
purpose of alleviating the industry's 
records management hardships. 

The garment industry, one of the 
ten largest in the nation, until now 
has been unable to take advantage of 
the developments in the field of elec 
tronic data processing, since available 
equipment has not been versatile 
enough to resolve the problems unique 
to the industry. The system, developed 
by S. J. Capelin Associates, Inc., sewn 
products industrial engineers, in  co- 


Victor’s new sales control system is 


operation with Royal-McBee Corp. and 
Friden, Inc., was explained by Sanford 
Rafsky, eastern district supervisor for 
the Capelin firm. Apparel firms, he 
noted, are comparatively small in tota! 
annual sales volume but are required 
inordinate number of 
individual orders. For example, a gar- 


to process an 


ment firm grossing $5,000,000 per year 
needs as much data as a hard goods 
firm with a volume of $50,000,000 
annually, 

In an address to the garment in- 
dustry delivered at the Production- 
Management Clinic, sponsored recently 
by the International Association of 
Garment Manufacturers and the Na- 
tional Trouser Institute in New York, 


Mr. Ratsky stated that, “The year 1958 
completes a decade of tremendous me- 
chanical developments in office equip- 
ment. As with all periods of innova- 
tion and change, it has brought with 
it an involved confusion of machinery 
and systems in the area of production 
control and financial procedures. This 
is a result of a failure on the part of 
most equipment companies to respect 
the peculiarities of this industry. 
“Out of this welter of confusion, 
every so often, comes a bold announce- 
ment that the ‘ultimate’ system in order 
processing or payroll has been devel- 
oped and installed. Yet, these very 
announcements belie their true accom- 
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designed for retail store accounting analysis 
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A Microfilm reader 

Film winding lever and film winding 
wheel can be placed on either side of 
new “Medalist Film Reader.” Other 
features include open-gate film holder 
and choice of 3 magnifications. Screen 
can be equipped with measuring scales 
for Kodamatic indexing of code lines 
directly on film. Recordak Corp., Sub- 
of Eastman Kodak Co., 415 
New York 17. CA-1) 


sidiary 
Madison Ave., 


New 
for the office 


V Caleulating machine 

The “Scotsman” line of full-keyboard 
calculators are either hand-or electric- 
ally-operated, with from 8 to g key- 
board Models feature 
result 


also 
dials, are list 
priced at $229.50 to $415. International 
Office Appliances, Inc., 326 Broadway, 
New York 7. (A-2) 


columns. 
from 15 to 18 
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V Carbon set 
Sea Foam consists of a 
“one-time” 
inserts set 


‘Carbonset” 


sheet of bond paper with 


Typist 


carbon — attached. 


behind the letterhead and types, snaps 
out carbon and discards it when letter 
is completed. Uncoated 
carbon prevent smudged copies. Brown- 
ville Paper Co., Brownville, N. Y. 
(A-3) 


margins on 


V Copying machine 
The “Golden” Corvette has an 11-in. 
copying width capacity, is a continuous 


feed type unit housed in an injection 
Available in of- 
fice grey color with silver Mylar trim, 


mold plastic cabinet. 


or in Executive White with golden 
Mylar trim, it retails at $229. Cormac 
Photocopy Corp., 80 Fifth e., New 
York 11. (A-4) 


V_ Reversible fan 

Designed for mounting in standard- 
size windows, this 20-inch electrically 
reversible fan features 2 speed controls 


and an air delivery rated at 3950 cubic 


ft. a minute. Unit retails at $29.95 


(list), and weighs 17 lbs. Law Blower 


Co., 2027 Home Ave., Dayton 7, Ohio 


(A-5) 


V Duplicator 

New duplicators introduced by this 
firm include Models D-30 (hand-oper. 
ated) and 1-31 (electric-operated), 
which have a maximum speed of 2 
They can handle 


copies a second. 


paper from 13 lbs. to card stock with- 
and any size sheet 
from 3.x 5 tog xX 14. Ditto, Inc., 6800 
MeCormick Rd., (A-6) 


out adjustment, 


Chicago 45. 


V Portable printer 

The “Pelprinter 70" includes an auto- 
matic timer housed in a carrying case, 
with a total weight of 54 Ibs. Original 
drawings or copy and_ special “Pel- 
paper” are placed in a_ transparent 
Tenite butyrate plastic tube for timed 
exposure, then placed in another tube 
for 10 seconds for development. Pel- 
printer, Inc., 555 Central Ave., Orange, 


ae (A-7) 


For further information, use 
Readers’ Inquiry Coupon on 
page 88. 
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A Binding machine 

This binding machine creates a cus- 
tom binder by compressing punched or 
unpunched sheet body between 2 cov- 
ers; a covered steel back then is auto- 
matically formed and placed over the 
binding edge. The machine auto- 
matically positions itself and drills 
holes through the formed back, covers 
and sheets. Royal McBee Corp., Port 
Chester, N.Y. (B-1) 


V Plastic cup 

Throw-away, all-plastic cups in the 
shape of a china cup hold 7 oz. of 
liquid. Made of polystyrene, cups fea- 


ture folding handles which lock in 
grooves. Fifteen cups retail at 29 cents. 
Federal Tool Corp., 3600 W. Pratt 
Blod., Chicago. (B-2) 


A Ledger checks system 
Designed particularly for small organi- 
zations, this ledger checks system aids 
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in preparing bank deposit slips and 
checks. By means of strip carbon back- 
ing, disbursements are recorded auto 
matically in the journal; pertinent data 
from each bank deposit slip is recorded 
in a similar manner. Professional 
Forms Co., 3300 Ponce de Leon Blvd., 


Coral Gables, Fla. (B-3) 


A Inserting-mailing machine 

The “Automailer” provides for paper 
gathering (feeding-collating), folding, 
nesting, inserting, et al, and features 
adjustable speeds up to 6000 completed 
envelopes an hour. Machine is auto- 
matic but manual feed positions are 
provided. Office Dynamics Corp., The 
Beverly Hilton, 9876 Wilshire Blvd.. 
Beverly Hills, Calif. (B-4) 


Vv Amplifier 

The new Knight KN-3025 25-watt 
mobile amplifier is a medium-power 
public address unit, featuring opera- 
tion from 6 to 12 volts DC, or 110 
volts AC, and delivery of 25 watts of 
usable audio output. It measures 


6 7/16 x 16% x 10%4 in. Allied Radio 
Corp., 100 N. Western Ave., Chicago 


80. (B-5) 


A Automatic perforator 

The Model 56 automatic perforator 
perforates Auto typist record rolls by 
pneumatic action as typist operates the 
electric typewriter mounted on Auto- 
typist. Simultaneously, as roll is being 
perforated, an identical copy is typed 
on electric typewriter. American Auto- 
matic Typewriter Co., 2323 N. Pulaski 
Rd., Chicago 39. (B-6) 


V Coffee-vending machine 
Featuring the new “jet-brewed” proc- 
ess, this coffee-vending machine uses 


vacuum-packed coffee, brewed in its 
own can. Can and grounds are de- 
posited automatically in a waste recep- 
tacle. The machine holds 54 quarter- 
pound cans, offers 5 choices of ingredi- 
ents, serves coffee in lightweight plas- 
tic cups. The Vendo Co., Kansas City, 


Mo. (B-7) 
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A Portable adding machine 

The 6MD portable adding machine 
will index 5 columns of figures on 
paper tape, and has totaling capacity 
of 6 columns. Models are available in 
Sheraton Green and Biltmore Blue 
colors, and are priced at a suggested 
retail of $89.50. Smuth-Corona, Inc., 
Syracuse 1, N.Y. (C-1) 


V Pneumatic printer 

The automatic “Printaphot” features a 
spring timer with 2 ranges—from 2-60 
seconds for photocopies or film trans- 


fers (with yellow filter), or up to 6 
minutes for blueprints and _ offset 
plates. Parts of the material can be 
covered during exposure without inter- 
ruption of the vacuum on the glass 
plate. Photorapid of America, Inc., 320 


Broadway, New York. (C-2) 


A Folding machine 
The “Premier Auto-Folder CV” fea- 
tures new spring mechanism which 


ae ‘ 


aids uniform tolding without necessity 
for machine adjustment during opera- 
tion. Other features include conveyor- 
stacker unit and belt-drive. Martin 
Yale, Inc., 2100 W. Fulton St., Chicago 


12; (C-3) 


A Roll paper adapter 
This roll paper adapter, for use with 
Thermo-Fax Fourteen copying ma- 
chines, copies seismic records automat- 
ically at a rate of 1 ft. every 4 seconds. 
No installation is required, — since 
adapter can be placed in operation by 
setting it in front of the copying ma- 
chine. Copying paper in roll form is 
available in widths ranging from 3 to 
14 in. Minnesota Mining & Mfg. Co. 
goo Bush St., St. Paul 6, Minn. 
(C-4) 


A Utility cabinet 

Duplicator and utility cabinet features 
touch latch, full-length piano hinge, 
self-leveling feet and hammertone fin- 
ish in 2-tone black and fawn. Unit 
measures 18 in. wide and 19. deep, 
with height adjustable from 29 to 30 


in., and is priced at $39.50. Bohn 
Duplicator Corp., 444 Fourth Avenue, 
New York 16. . «C-5) 


V Leather application 

“Re-Tan-Er” is sprayed on genuine 
leather products to restore and refinish 
the original material. Sixteen-ounce 
container is priced at $5. .trnold 
Leather Products Co., Box 133, Cleve- 
land 21, Ohio. (C-6) 
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V Electric dehumidifier 

The Mitchell “Deluxe” electric dehu 
midifher, according to the manufactur 
er, will control humidity in an area o! 
10,000 cubic ft. Under normal condi- 
tions it removes from 10 to 14 pints of 
excess moisture from the air in a 24 
hour period. It is finished in a rust- 
resistant hammertone silver grey enam- 
el. Mitchell Mfg. Co., Div. of Cory 
Corp., 3200 W. Peterson Ave., Chi 


cago. (C-7) 
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If further information is desired, use Readers’ Inquiry Coupon on page 88. 
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V Office globe 

The 16-in. V.I.P. “303” globe features 
a base of brass and walnut, designed 
by Ken White Associates. Adjustable 
nylon glides prevent damage to floor 
coverings. List price for the globe is 
$195. Weber Costello Co., Chicago 
Heights, Ill. (D-1) 


V Side chair . 

A new saddle-shaped seat pan and new 
“wall-saver” leg construction are fea- 
tures of this new side chair. It is uphol- 


stered in U. S. Elastic naugahyde in 9 
colors. Stylex Seating Co., 911 Walnut 
St., Philadelphia 7. (D-2) 
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V Office chair 

Six new models — three junior execu- 
tive chairs, two executive chairs and an 
armless conference chair — have been 
added to the firm’s Director series otf 


COSCO “Office Fashioned” chairs. 
Features include dual-contour molded 
foam rubber seats and foam-cushioned 
backrests, upholstered front and back. 


Hamilton Mfg. Corp., Columbus, Ind. 
(D-3) 


V Expense forms 
One in a variety of new forms recently 
developed by Varisco, this form is de- 


signed to allow for reporting and com- 
piling travel expenses in full, as re- 
quired by the new Internal Revenue 
Service ruling. Louis A. Varisco Co., 
1055 N. Water St., Milwaukee 2, Wis. 

(D-4) 


q Desk accessory 

New name plate holder serves also as 
a desk pen base and is made of Tenite 
butyrate plastic. Holders are available 
in crystal clear or black or grey buty- 
rate plastic. Name plates are furnished 
in walnut, mahogany, grey and black 
colors. Concord Stamp & Engraving, 


79 Warren St., New York 7. (D-5) 


V Office desk 

The Invincible “Mono-Wing Modern 
aire,” featuring the “Aero-Grill” ped- 
estal, has an overall length of 83 in. 
Depth over the pedestal is 36 in., and 


the depth over the aero-grill is 30 in. 
It is available with molded edge lino- 
leum top, square edge lineoleum top 
and square edge textolite top. [nvinci- 
ble Metal Furniture Co., Manitowoc, 


Wis. (D-6) 


A Executive desk 

The Sabre desk is one of 3 new desks 
in firm’s “Flight Line” executive desk 
pedestal contains 4 
drawers on nylon rollers, 2 personal 
drawers and matching stainless steel 
legs. Steelcase, Inc., Grand Rapids, 
Mich. (D-7) 


groupings. Its 


(To page 58) 
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Acoustical Materials; Floor Coverings; 


Overhead Lighting Equipment; Movable Partitions 


THE SPECTACULAR boom in new 
office buildings has given the country 
some fine examples of what offices 
should be. There seems to be hardly 
a major business street in the country 
not dominated by at least one impres- 
sive new office. 

What is it that makes them so con- 
spicuous? Unusual design? The bright 
look of new materials? Size? Shape? 
From the outside, perhaps, these are 
the features that draw attention. Yet 
most of these new buildings would be 
just as conspicuous if examined only 
from the inside. 

The simple fact is that the physical 
office is a reflection of the work it does. 


Various recent installations point up 
flexibility of equipment under dis- 
cussion. Top photo, left column, ap- 
plication of acoustical tile to ceiling; 
modern application of tiles to floors 
and wall; bottom, free standing 
modular partition for dividing office 
space. (Pictures by courtesy of Wood 
Conversion, Kentile and Art Metal. 
respectively.) Above: Illustration of 
Sunbeam overhead lighting installa- 
tion, showing company’s new “‘Six- 
teen-Twenty” Visionaires, placed in u 
large clerical area of an accounting 
office in Los Angeles. 


And since the work of the office has 
been changing so have the spaces in 
which the work is done. 


Work systematization is important 


Two of today’s most popular words 
are “systems” and “integration.” There 
has been a vast waste of time and mon- 
ey in the offices of the past because 
their work was not done systematically. 
This does not mean there was no rou- 
tine. But real systematization was not 
known to the degree it is understood 
today. Today’s best prospects for econ- 
omy in the office lie in developing the 
best work systems. 

In the process of systematizing work 
flow, it has been necessary to break 
through old departmental limits. It has 
been discovered that work done in one 
department can be used by another, if 
the information can be passed conven- 
iently across the old boundaries. Thus, 
a shipping label can be prepared sim- 
ultaneously with the taking of | the 
order. (Various means can be used, 
but in any case, duplication of work 
can be eliminated.) This process of 
coordinating the work of different de- 
partments is generally referred to as 
integration. Examples of this approach 
have been cited many times in this 
magazine, and in this monthly feature. 

And how dogs all this affect the phy- 
sical office? In the first place, if depart: 
mental boundaries are to be crossed, 
the physical boundaries between them 
must not be impenetrable. The modern 
ofhice, therefore, tends to be open. 
Where physical boundaries are requir 
ed, they usually take the form of mov- 
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able partitions. Such partitions provide 
necessary subdivisions of space, but 
they do not create the impression that 
any area is solidly walled in, beyond 
ready access. They give a greater 
“feel” of openness. They both allow 
and invite more ready interchang: 
among closely related departments. 

It might be said that the modern 
ofice has better “circulation.”  Infor- 
mation moves more conveniently from 
one part of it to another. People in one 
department are likely to be more aware 
of what goes on elsewhere. There is, 
to some degree at least, a greater 
awareness of the interdependence of 
the parts. This is reflected in the physi 
cal office. 

The openness of modern offices re- 
flects another factor in modern office 
methods. That is the much greater 
awareness of the likelihood of change. 
Offices expand and contract, and so do 
their various subdivisions. Personnel 
needs grow in one department, dimin- 
ish in another. There is constant 
change. 


Office partitioning increasing 


The physical office must allow for 
this factor, too. In older offices the 
solidity of masonry partitions tends 
to discourage changes, for changes are 
expensive and inconvenient. Modern 
movable partitions greatly reduce this 
problem. 

In general, the factors which distin- 
guish modern offices from the older 
ones are those which give the office 
flexibility. They permit an easy con- 
tact among the various departments. 
They allow for contraction and expan- 
sion. They provide for a wide variety 
of systems and equipment, and_ for 
changes as new systems and equipment 
are developed. 

The space allotment is, of course, 
governed largely by partitioning. Par- 
titions not only divide the office space, 
they act to channel the work flow. 

Movable partitions range in height 
from low railings to ceiling-height 
units. They may be made of many dif- 
ferent materials. Most partitions are 
of steel, but often they have panels of 
glass (clear or translucent), and may 
be fitted with pegboard, chalkboard, 
and other materials. Some are design- 
ed to support bookshelves, lighting fix 
tures, letter trays, and other accessories. 
Some even provide a place for display- 
ing small plants. A number of parti- 
tions are acoustically treated. 

But steel is not the only basic mater- 
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ial used. Some partitions are of wood, 
glass, asbestos, mineral compositions, 
or other materials. 

While the movable partition is basi- 
cally a substitute for the masonry par- 
tition, it does not fulfill all of the func- 
tions of the latter. 

It does provide for necessary subdivi- 
sion of space. It does not necessarily 
assure that the subdivisions have the 
privacy that may be expected with ma 
sonry walls. 

it the partitions are made entirely of 
opaque materials, they do provide vis- 
ual privacy. Translucent partitions 
offer limited degrees of visual privacy, 
depending to a large extent on the loca- 
tion of light sources. In many cases, 
visual privacy is not really desired, and 
clear glass panels may then be used. 

Movable partitions do not usually 
provide aural privacy. A ceiling-height 
partition, made of the proper materials. 
will do very well in this respect. But if 
the partition is of less than ceiling 
height, sounds often travel up and over 
it. Acoustical treatment of the ceiling, 
however, reduces this problem. Still, 
movable partitions are not likely to do 
more than reduce the sound level in a 
space to a comfortable level. 


Variety of partitions offered 


The movability of these partitions is 
a relative matter. While some units 
can be fastened to each other at right 
angles, so that they are self-supporting, 
most of them are secured to the walls 
and/or to the floors. In some cases, 
they may also be attached to the ceil- 
ings. Thus, they cannot simply be 
pushed around. Partitions which are 
attached directly to furniture units, of 
course, can be moved with the furni- 
ture as complete units. 

In addition, many partitions have 
raceways tor electrical wiring. Where- 
ever such wiring is installed, of course, 
partitions cannot be moved without 
first disconnecting the wires. 

The movable partition, thus, is mov- 
able only in contrast to masonry parti- 
tions. When it is moved, it may be 
necessary to replace floor tiles, patch 
plaster on a repaint, and perhaps add 
or remove partitioning units to fit the 
new arrangement. 

Nevertheless, this is accomplished at 
much less cost and in much less time 
than is required to tear down masonry 
walls and build new ones. A case his- 
tory cost comparison of movable and 
plaster partitions, published in the 
November, 1957, issue of Buildings, 


Acoustically-treated ceilings may be 
decorative as well as functional. as 
exemplified in this application by 
National Gypsum. 


indicated that in the case studied, an 
average of $25.21 per lineal foot was 
saved in moving steel partitions as 
against comparable changes in_ plaster 
walls. 

It is pointed out, also, that moving 
steel partitions can be accomplished in 
many cases in a day or two, whereas 
plaster wall changes may require sev- 
eral weeks. The savings in disruption 
of work during a change can hardly be 
ignored. Moreover, as the Buildings 
article makes clear, the maintenance of 
movable partitions is considerably less 
than that of masonry walls. The former 
need only be washed with soap and 
water, whereas the latter must be re- 
painted periodically. 


Tenants should check leases 


In some new buildings, tenants have 
the option of requesting movable par- 
titions instead of plaster walls. In such 
cases, the partitions remain the proper 
ty of the landlord. However, the office 
installing its own movable partitions 
generally retains title to them and can 
move them when it moves—but the 
tenant should check his lease carefully 
before acting on such an assumption. 

In the lists that appear later in this 
section, it will be found that manulac- 


New designs in overhead lighting fix- 
tures are increasing in importance. 
This illustration shows an installation 
of Sylvania’s new Sylva-Lume at New 
England Mutual Life Insurance Co. 
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turers of folding walls and doors are 
included among the makers of movable 
partitions. These are, of course, a some- 
what different product, but they are 
coming into increasing use in new 
buildings. They provide movability in 
a high degree. Normally they do not 
subdivide offices in the manner of per 
manent partitions. However, — they 
make it possible to divide meeting 
rooms and other areas into spaces ap 
propriate to the size of the meetings 
to be held. With their aid, spaces can 
often be used to accommodate several 
different groups simultaneously. 

Some tolding walls can be operated 
electrically. Many are manually open- 
ed and closed. In most arrangements, 
the folding portions ride suspended 
from tracks mounted overhead. 


Lighting shows new trends 


Belore installing movable partitions, 
thought should be given to the ques 
tions of lighting and ventilation. Ii 
light fixtures are widely spaced, parti- 
tions may threw shadows in the wrone 
places alter they are moved. Similarly, 
they may end up in a poor position 
with respect to air conditioning out 
lets, tans, or windows. Veniilation may 
be impeded. 

The obvious solution to these prob 
lems is to install the lighting and the 
ventilating fixtures at fairly frequent 
intervals so that the movement of parti 
tions does not cut a space off from 
light or air sources. This, in fact, has 
become a standard practice in new 
buildings. In older buildings the office 
manager must check these points be- 
fore sanctioning a rearrangement (or 
installation) of partitions. 

Actually, this very fact has been influ- 
ential in the design of modern lighting 
fixtures. The tendency is definitely to- 
ward large-area light sources. To some 
extent the same results can be achieved 
by mounting a number of units at 
reasonably close intervals—and this is 
often done. Many new fixtures, how 
ever, actually cover a wide area, and, 
in any case, many are designed to be 
placed side by side—and in_ side-by- 
side rows—so that the luminous areas 
overhead may be as large as floor space 
beneath. 

In the most elaborate type of installa- 
tion—what is referred to here as the 
“luminous ceiling”—fluorescent fixtures 
are installed above a false ceiling, 
which is made of a translucent plastic, 
or sometimes, of “egy crate” louvers. 
The luminous area may cover the en 
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tire ceiling. Its effect is to produce 
lighting of great evenness, without 
shadow and without glare. 

The luminous ceiling is relatively 
expensive to install in many cases, but 
it has been known to boost morale 
and productivity—immeasurably. 

This approach permits integration o| 
lighting with a number of other facil 
ities. Some iuminous ceilings, for ex 
ample, make use cf acoustical mater 
ials, and may provide outlets for con- 
ditioned air, together with sprinkles 
system outlets for fire protection. 

Flucrescent lighting is by this time 
well established. Compared with in 
candescent lighting, it offers more light 
from a given amount of current, and 
for a given amount of light produces 
less heat. The light it provides is more 
even, and it can be had in a wide vari- 
ety of color gradations. 


Poor lighting hurts morale 


It is only in recent years that light 
intensities in the office have tended to 
approach the minima prescribed for 
office work. Yet it is demonstrable that 
poor light exacts a price in the form of 
poor work and poor worker morale. 
One of the problems is that it is often 
difficult to determine just how much 
light is really adequate for a given kind 
of work. The Illuminating Engineer- 
ing Society and other organizations 
have published standards which may 
guide the office executive. 

For example, 50 footcandles of light 
should be provided for such work as 
accounting, auditing, operating business 
machines, bookkeeping, transcribing, 
tabulating, and other work requiring 
close study. The handling of general 
correspondence, and other general oflice 
work not requiring close scrutiny re- 
quires at least 30 footcandles; included 
in this category is the typical work of 
file rooms, private offices, and conter- 
ence rooms. In areas where the eyes 
are used only “casually,” as in recep 
lion rooms, stairways, washrooms, inac 
tive file rooms, and so on, 10 footcandles 
may be sufficient. Hallways and corri- 
dors should have at least 5 footcandles. 

The Amount of light is not the only 
factor in comtortable seeing, however. 
It is important to avoid contrasts in 
brightness. Thus, light sources should 
be shielded so that they are not too 
much brighter than surrounding areas. 
(This is one of the reasons for large- 
area lighting.) Louvers, diffusers, and 
so on, can be used for this purpose. 

Light sources that are necessarily 


bright should at least be so placed that 
the worker does not have to look to. 
ward them. 
should be at a high angle overhead, 
preferably a slight distance behind the 
worker, but not far enough to cause 
shadows. They should certainly not be 
positioned so that the worker must 
either look directly toward them or so 
that they cause glare on the working 


Ideally, such — sources 


surface. 
Another source of excessive contrast | 
is any object that has a high degree of 
reflectivity. Generally, the office mana. 
ger should avoid machines and furni- 
ture with metal trim that may caus 
strong reflections. Glass tops should 
net be used on desks, unless they are of 
the new variety that absorbs light in 
stead of reflecting it. The colors of 
furniture, walls, and machines should 
not contrast too severely in their depth. 
However, ceilings should normally be 
light in color, to assist in making light 
distribution as even as possible. 


Excessive neise is distracting 


‘The amount of noise in a work area 
has an effect on the amount and quality 
of work done in that area. There 1s 
no doubt that excessive noise is dis- 
tracting. Strangely, it is also true that 
there is such a thing as too little noise. 
While a worker may theoretically pro- 
duce the best work in an absence of 
noise, a certain low level of noise serves 
to absorb other sounds that might be 
distracting. In general, it is better to 
have a slight “wash” of sound so that 
workers are net diverted by hearing] 
telephone conversations at neighboring 
desks or by similar activities that might 
draw attention to themselves. 

However, this problem does not 
occur very often. The usual need 1s 
to reduce the noise level. It should be 
remembered that there are two_ basic 
ways of doing it. One is to remove or 
reduce the amount of noise generate( 
in, or enterting into, a space. The othe: 
is to absorb such noise as exists. 

For example, one of the virtues 0! 
carpeting is that it reduces the sounds 
of contact between foot and floor. Thi: 
noise is eliminated at its source. A! 
acoustical hood around an office ma 
chine, on the other hand, does ‘no 
reduce the noise made by the machine 
but it absorbs enough of it to keep 
undesirable noise from issuing to thé 
surrounding spaces. 

The reduction of sound generate’ 
in a space can be accomplished b 
such means as removing noisy equi? 
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ment to remote locations, by replacing 
noisy machines with quieter models, by 
mounting furniture and other equip 
ment on rubber casters or on mats, and 
by otherwise softening the impact ot 
noisemaking parts against each other. 
(The example of carpeting is appli 
cable. ) 

The absorption of sound usually re 
quires the treament of sound-reflecting 
surfaces with some material that ab 
sorbs the sound. Among the surfaces 
that may need to be treated are walls, 
ceilings, floors, and the flat surfaces of 
furniture. 

In practice, it is usually sufficient to 
confine acoustical treatment to ceilings. 
In noisier areas, walls are often treated, 
and it has already been noted that a 
number of movable partitions feature 
acoustical treatment. 


Tiles help absorb sounds 


Ceilings and walls are most citen 
treated by the application of acoustical 
les. 

Tiles may be made of many differ 
ent materials. Whatever their nature, 
they serve to absorb sounds reaching 
the ceiling so that most of their in 
tensity is not echoed back to the work 
ing area. 

Tiles may be afhxed directly to ceil 
ings—by cementing, nailing, or screw 
ing. Or they may be mounted in “sus- 
pended ceilings.” Such ceilings consist 
of a framework or grid suspended at 
an appropriate level beneath the perm- 
anent ceiling. The tiles fit into this 
grid. Some grids are so made that the 
installation of more or less 
permanent. In cthers, the tiles may be 
removed easily. The advantages of easy 
removal are that they permit conven 


tiles is 


ient access to ducts, wiring, plumbing, 
and other facilities, which are often 
concealed above a false ceiling. They 
also permit ready replacement of tiles 
with light fixtures (some of which are 
interchangeable) should that become 
desirable. 

The many materials of which acous 
tical tiles are made offer their own 
special features and disadvantages. The 
degree to which a tile effectively ab 
sorbs sound varies with the material 
and the design. Another factor (which 
should not be overlooked) is the degree 
to which tiles resist fire. The Acous- 
tical Materials Association lists four 
categories: incombustible, fire retardant, 
slow burning, and combustible. The 
degree of fire resistance may depend 
entirely on the material of which the 


MAY 1958 


tile is made, or on a treatment to which 
it has been subjected. A combustible 
tile, for example, may be coated with 
a flame resistant material which tends 
to prevent its being set afire by flames 
touching it on the coated side. 
Certain vegetable fibers, including 
the residue of sugar cane, are effective 
acoustical 


materials. Wood fibers are 


often used also. These tiles are less 
expensive than other varieties, but thev 
have less dimensional stability and are 
certainly not incembustible. 

Mineral fiber tiles are incombustible, 
as are glass fiber tiles. Asbestos tiles, 
made of asbestos and cement, are also 
used: these usually have an acoustical 
backing which absorbs sounds passing 
through perforations in the tile surtace. 
consist of a 


Perforated metal tiles 


facing of perforated metal, together 
with a backing pad (usually of min 
eral wool) to absorb sounds passing 
through the perforations. There are 
also tiles with a plastic face. 

One other factor of importance in 
selecting a tle is the ease of main- 
Perforated usually 
be repainted without a loss of their 
acoustical properties, but the — paint 
should be thin, and normally it should 
be sprayed on, so as not to close the 
perforations. 


tenance. tiles can 


Most tiles can be cleaned successfully, 
but it is important to follow the recom- 
mendations of the manufacturer, since 
improper methods reduce the 
sound absorbing capacity of the ma 
terial. 


may 


Sound reduction can be measured 


The absorbing efficiency of an acous- 
tical material may be indicated by 
either of two standard measurements. 
Sound Absorption Coefficient (SAC) 
indicates the ability of the material to 
absorb sound of a given frequency; 
this value generally varies with the 
pitch, and unless it is measured at the 
pitches to be expected, this measure- 
ment may be meaningless. The Noise 
Reduction Coefficient (NRC) indicates 
the average sound absorption at pitches 
usually registered by the human ear, 
it is therefore a more useful measure- 
ment in Both SAC and 
NRC are given as percentages of sound 
absorbed. Obviously, the higher the 
figure, the more efficient the material. 

Several other methods of sound re- 
duction are also available. Acoustical 
plasters and sprays can be applied to 
walls and ceilings in lieu of tiles. These 
materials are especially useful where 


most cases. 


Plastic red or green chips distinguish 
Color Chip Rubberlike Runner line 
from Bird & Son. 


it is desired to retain the basic struc 
tural outline of the building—as in 
Gothic structures. 

Acoustical baffles—usually in the 
shape of shallow rectangular fins  sus- 
pended beneath a ceiling—are often 
used with luminous ceilings. Acoustical 
cabinets or hoods (as mentioned above) 
are often placed around noisemaking 
office machines. Such cabinets usually 
enclose three sides and the top of the 
machine, permitting the operator to 
work at the fourth side. The cabinets 
are usually provided with fluorescent 
lighting, since they block out normal 
oflice lighting. 


Variety of floor tiles available 


The flooring materials commonly 
found in offices are usually chosen on 
the basis of three main factors—ap- 
pearance, cost, and maintenance. 

Floor tiles are made of a variety of 
materials. Among the most common 
are asphalt, linoleum, vinyl-asbestos, 
solid vinyl, rubber and cork. Some of 
these are available in roll form, and 
some tiles are offered in a variety of 
shapes—such as tiles resembling wood 
planks. 

Asphalt ule offers the advantages ot 
economy. It resists wear effectively, but 
it is indented more easily by heavy 
objects than are some other materials. 
It is subject to corrosion or discolora- 
tion if exposed to some chemicals, in- 
cluding certain soaps and detergents. 
It is not the most sound-absorbent of 
flooring materials. 

Linoleum is offered in both tile and 
roll form. It is more expensive than 
asphalt tile, but it wears better and it 
is easy to clean. It is less subject to 
indentation, it resists chemical action, 
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Tools of the Office 


New installations of modern overhead 
lighting fixtures include, top to bot- 
tom: American Dental Association; 
Metropolitan Sanitary District of 
Greater Chicago; a louver luminous 
ceiling in 23% x 4754 in. panels; 
and the General Motors Technical 
Center in Detroit. (Pictures by cour- 
tesy of Guth, Holophane. Luminous 
Ceilings and Wake field. respectively.) 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 88. 
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and it has good acoustical properties. 
There are certain cheaper materials 
that are sometimes called linoleum, 
such as printed enamel; these lack 
some of the best qualities of true 
linoleum. 

Vinyl-abestos tile is moderately ex- 
pensive, but it is of high quality. It 
well from and 
is highly wear resistant. It is not as 


recovers indentation 
easy to clean as some materials, and its 
acoustical properties are not as highly 
rated as those of some other materials. 

Solid vinyl tiles offer the highest 
quality of service, considering the fac- 
tors of wear resistance, recovery from 
indentation, resistance to chemical ac- 
tion, acoustical absorbency, and ease of 
cleaning. Solid vinyls, however, are 
definitely on the expensive side. 

Printed vinyl is generally priced 
about like asphalt tile. It resists chem- 
icals well, but its wearing properties 
are not especially high, and it is sub- 
ject to indentation. It is not especially 
easy to clean, and its acoustical rating 
is not the highest. 

Calendered vinyl compares in price 
with vinyl-asbestos. It is not too easy to 
clean, but it rates well in other respects. 

Rubber tile has high wear resistance 
and is not difficult to clean. It does 
not resist chemicals as well as some 
other materials, but it has a high acous- 
tical rating, and it recovers well from 
indentation. When wet, it may be 
slippery. Rubber tile is usually priced 
between vinyl-asbestos and solid vinyl. 
It can be expensive to maintain. 

Cork tile is highly resistant to wear 
and to chemical action. It rates high 
in its acoustical characteristics and it 
provides a “non-slip” footing. It can be 
indented rather easily and is not too 
easy to clean. 

It should be noted that the char- 
acteristics mentioned indicate the kind 
ol performance to be expected when 
tiles are installed according to manu- 
facturers’ instructions. For example. 
some materials lose their most valuable 
properties when damp and should not 
be installed “below grade.” The advice 
of the manufacturers concerned should 
be followed. 

Carpeting in the office has long been 
accepted as a mark of prestige. How- 
ever, it has proved that it possesses 
enough qualities of a “practical” sort 
that it is now being found in some 
general offices, and even in corridors. 
It is more expensive to install, of 
course, than other kinds of flooring, 
but it is easily and inexpensively main- 


a 
ie 


tained. In addition, it absorbs a consid- 
erable amount of sound, and it largely 
eliminates noise from heel clicking 
and other sounds of contact with the 
floor. Much new carpeting is offered 
with a bonded foam rubber backing, 

Other materials used for flooring 
include terrazzo, and 
building materials of various types. 
Such materials are normally used in 
lobbies and other areas where trafhc 


ceramic tles, 


is heavy. 

All of the materials described in this 
section are available in a wide variety 
of designs, colors, shapes, and _ sizes. 
In general, they permit variety in de- 
cor, functional versatility, and economy 
of maintenance to a degree unknown 
in offices of other years. These char- 
acteristics permit them to provide the 
kind of housing needed for the ever- 
changing work of the modern office. 
In helping to provide business with a 
place where its work can be done efk- 
ciently this equipment makes a_ real 
contribution to productivity. The “new 
look” in office buildings is, indeed, a 
reflection of the “new look” in office 
systems and procedures. 

The following lists of manutacturers 
show the principal makers of the equip- 
ment described above, together with a 
brief of the lines offered. 
The listings are based on the most re- 
available 


indication 
cent information 
manufacturers. 


The Manufacturers 
Acoustical Materials 


Accesso Systems, Inc., 4615 Eighth 
lve., N. W., Seattle 7. Grid systems 
for supporting lowered acoustical ceil: 
ings. Details not available at press 
time. 

Armstrong Cork Co., Lancaster, Pa. 
Tiles: Cushiontone, wood-fiber mate- 
rial; Travertone, fissured mineral wood 
material; Arestone, metal pan type ma- 
terial backed by mineral wood _pad- 
all-cork material: 
Minatone, mineral fiber composition; 


ding; Corkoustic, 
Perforated Asbestos Board, large per- 
forated fire-resistant facing units in- 
stalled with backing 
pads. 


mineral wood 


Burgess-Manning Co., 5970 North- 
west Highway, Chicago 31. Complete 
ceiling incorporating acoustical con- 
trol radiant heating, and radiant cool- 
ing. Also Acousti-Booths for tele- 
phones. Details not available at press 
time. 
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The Celotex Corp., 120 S. La Salle 
St, Chicago 3. Ceiling tiles: Acousti- 
Celotex, cane fiber and perforated min- 
eral fiber; Celotone, fissured mineral 
fiber; Striatone, striated mineral fiber; 
Steelacoustic panels; Acousteel metal 
pan assembly; Cavity tiles. Also 
Acousti-Line Suspension Systems, sup- 
port acoustical tiles, light fixtures and 
air diffusers in integrated ceilings. 


Eagle Ottawa Leather Co., Grand 
Haven, Michigan. Ceiling tiles: full 
top grain natural leather. Wall tiles: 
full top grain natural leather. 


GR Products, Inc., 2417 Easter Ave. 
S.E., Grand Rapids, Michigan. Special 
Soundex Partitions and 
Walls, prefinished, free standing, fiber- 
glas packed movable partitions with 
perforated surfaces. 


products: 


Gates Acoustinet Co., 529 American 
Standard Building, Buffalo 7, N. Y. 
Special products: Sof*Tone Acoustinet, 
free standing acoustical cabinet booths 
designed to be placed around noise- 


making office machines. 


The Goodyear Tire & Rubber Co., 
1144 E. Market St., Akron 16, Ohio. 
Wall tiles: vinyl and rubber. 


Insulite, Div. of Minnesota & On- 
trio Paper Co. SEE: Minnesota & 
Ontario Paper Co., Insulite Div. 

Johns-Manville, 22 E. 40 St., New 
York 16. Ceiling units: Permacoustic, 
mineral wool fibers held together with 
binder in “monolithic” construction: 
Sanacoustic, perforated metal panels 
with baked enamel finish backed with 
mineral wool wrapped in flame-resist- 
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ant paper; Fibretone, drilled fibreboard 


junits; Transite, perforated asbestos-ce- 


ment facing backed with mineral wool; 
Airacoustic, mineral wool sheets for air 
duct sound-conditioning; Spincoustic, 
mineral wool sound-absorbent blanket. 


Luminous Ceilings, Inc., 2500 W. 
V = oe - ~ “a . . es 
orth Ave., Chicago 47. Ceiling units: 
Acousti-Louvers, baffles or louvers for 
sound absorption suspended on sup- 
porting tracks of luminous ceiling. 


Minnesota & Ontario Paper Co., In- 
sulite Div., Baker Arcade Bldg., Min- 
neapolis, Minn. Ceiling tiles: Insulite, 
Durolite, Acoustilite, Fiberlite, acoust- 
ical and decorative tiles in several sizes 
and colors. 
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National Gypsum Co., 325 Delaware 
Ave., Buffalo 2, N. Y. Ceiling tiles: 
Acoustimetal, perforated metal casings, 
backed by mineral wool pad; Trav- 
acoustic, mineral wool tiles with traver- 
tine appearance; Perforated Asbestos 
Mineral Wool, incombustible and hu- 
midity resistant; Acoustifibre, light- 
weight wool fibre with fire-resistant 
paint. Special products: Thermacous- 
tic, blown mineral wool for thermal 
insulation, sound-conditioning and fire- 
proofing. 


Owens-Corning Fiberglas Corp., Na- 
tional Bank Bldg., Toledo 1, Ohio. 
Tiles: Fiberglas, textured perforated, 
random perforated and_ striated pat- 
terns; Sonofaced, covered by plastic 
film. Special products: Sonofaced, ceil- 
ing board, baffles for suspended instal- 
lation below ceilings; Sonocor, pads 
and rolls for use with metal pan ceil- 
ings. 


F. E. Schundler & Co., Inc., 504 
Railroad St., Joliet, Ill. Ceiling tiles: 
Ebbtone, non-combustible acoustical tile 
available in plain, striated and grained 
finishes or in natural white. 


Special 
products: 


Coralux, acoustical plaster 
with versatile texturing surface, incom- 
bustible, conforms to irregular surfaces 
and areas. 
Simpson Logging Co., Shelton, 
Wash. Tiles: Forestone, fissured wood- 
fiber acoustical tile; Simpson Standard 
and Scatter Drilled Acoustical Tile; 
Simpson Fissured Mineral Tile. Special 
products: Simpson Perforated Metal 
Acoustical Units; Simpson Perforated 
Cement Asbestos and Hardboard. 


Tectum Corp., 105 So. Sixth St., 
Newark, Ohio. Acoustical 
Ceiling Panels, featuring sound control, 
and Tectum Sidewall Panels, with 


Tectum 


acoustical and fire resistance proper- 
ties. Also, Tectum Roof Deck, for use 
in the commercial and public buildings 
where exposed beam construction is a 
feature. 


U. S. Gypsum Co., 300 W. Adams 
St., Chicago 6. Tiles: Acoustone, min- 
eral tile available in eight “Motif’d” 
patterns and in fissured design; Corru- 


Free standing metal Techniplan Par- 
titions by Globe-Wernicke offer one 
method to enclose private offices in 
modern offices. 


tone Panels, corrugated and perforated 
steel with baked enamel finish, backed 
by mineral fiber sound-absorbing pads, 
Auditone, wood fiber available in  slot- 
ted, perforated, and random perforated 
patterns; Perfatone, perforated steel or 
aluminum units, used with backing o! 
mineral fiber pads. 


The Wakefield Co., 731 S. Water St., 
Vermilion, Ohio. — Special products: 
Wakefield, light metal acoustical baffles 
attached to suspended luminous ceil- 


ings. 


Watkins Industries, P. O. Box No. 
2621, Youngstown, Ohio. Special prod- 
ucts: Acoustors, cabinets for noise con- 
trol treatment of all makes and types 
of office business machines, equipped 
with fluorescent lighting. 


Wood Conversion Co., First Nation- 
al Bank, St. Paul 1, Minn. Ceiling 
tiles: Nu-Wood line of cellulose fiber 
tiles; wall paneling: Nu-Wood line, in 
3 colors. 


Zonolite Co., 135 S. La Salle St., Chi- 
cago 3. Special products: Zonolite 
Acoustical Plastic, Vermiculite ma- 
chine-applied sound deadener. 


Floor Coverings 


American Biltrite Rubber Co., Inc., 
Foot of Perrine Ave., Trenton 2, N. ]. 
Tiles: Amtico, vinyl and rubber floor- 
ings in more than 150 colors. Carpet- 
ing: Amtico, rubber carpeting and 
stair treads in tweed or stripe patterns. 


Armstrong Cork Co., Lancaster, Pa. 
Tiles: Custom Vinylcork Tile, base of 
textured cork with a fused surface of 
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clear vinyl; tiles of asphalt, vinyl-as- 


bestos, solid vinyl, rubber, cork, lin- 
oleum. Roll type materials: rubber 
Carpeting: 
Deltox fiber and fiber blends. Special 
Compositions: Cusion-Eze, Hydrocord, 


mattings and linoleum. 


backing materials. 


Asrock Floor Products, Div. of 
Uvalde Rock Asphalt Co. SEE: Uvalde 
Rock Asphalt Co., Azrock Floor Prod- 
ucts Div. 


Bigelow-Sanford Carpet Co., Inc., 
140 Madison Ave., New York 16. Car- 
peting: Staylux, rayon face and blends: 
Cusionlok, combination of all-wool car- 
pet with special rubber backing blown 
into the back; wool and cotton carpet 
ing. Details not available at press time. 


Bird & Son, Inc., East Walpole, 
Mass. Bird Linoleum Tile, Bird Lin- 
oleum, Bird Vinyl Floor Covering, 
Bird Rubberlike Runner and_ Bird 
Color Chip Rubberlike Runner. Pro- 
duced in solid colors; linoleum tiles 
available in g x g in. measurements. 
Color Chip line decorated with plastic 
red or green chips. 


Congoleum-Nairn, Inc., Gold Seal 
Div., 195 Belgrove Drive, Kearny, N. ]. 
Tiles: Gold Seal, asphalt tile, vinyl as- 
bestos tile, cork tile, rubber tile; 
Nairon, custom plastic tile. Roll-type 
materials: inlaid linoleum. — Special 
compositions: bulletin board — cork; 
vinyl sheet goods and tile; rotogravure 
vinyl, enamel surface sheet goods. 


Apart from serving functional pur- 
poses, partitions also add beauty to 
offices. Left column, top to bottom, 
recent installations by U. S. Plywood 
and Aetna Steel; above, one by 
Virginia Metal Products. 


Congoleum Nairn, Inc., Sloane-Dela 
ware Div., P. O. Box 401, Trenton, 
N. ]. Tiles: Flor-Ever Universal, hom- 
ogenous vinyl; Flor-Ever Standard and 
Picnic, felt-backed vinyl; Ideal, Acou 
sta-Cork, lightweight linoleum.  Roll- 
type materials: Gold Chip, Cafe, Key- 
note, Marbletone, inlaid linoleum. 


Crown Rubber Co., 1615 Croghan 
St., Fremont, Ohio. Tiles: Tufft-Tile, 
nylon-rayon impregnated heavy-duty 
rubber. — Roll-type materials: Foam- 
step, vinyl topped, foam rubber backed 
runner. Special Compositions: Lino 
Foam, cushioned underlayment for resi- 
lient floors. Carpeting: Foamspun and 
Foamtween, g-in. wide nylon-viscose 
and viscose carpeting. 


Fibreboard Paper Products Corp., 
’ubco Floor Covering Div., 475 Bran- 
nan St., San Francisco 19. Tiles: Pabco 
“Five Star Concert,” linoleum in 'g- 
in. gauge in terra decoration. Roll- 
type materials: Pabco “Five Star 
Concert,” linoleum in 'g-in. gauge 
available in terrazzo decoration. 


The Firth Carpet Co., 295 Fifth 
Ave., New York 16. Carpeting: 100 
per cent wool face; Acrilan acrylic fiber 
carpets; blends of wool, special carpet 
rayon and nylon. 


The Flintkote Co., The Tile -Tex 
Div., 1232) McKinley Ave., Chicage 
Heights, Ill. Tiles: Flexachrome, 
vinyl-asbestos; Tile-Tex, Holiday, as- 


Next Month: 


Addressing Equipment 


Mailroom Equipment 


phalt tiles; Modnar, asphalt tiles fin. TI 
ished in wood-tone colors; Vitachrome, land 
plastic asbestos tile; Tuff-Tex, indus' black 
trial floor tile. bi 


The B. F. Goodrich Co., Florin! T 
Products Div., Watertown 72, Mass, Mark 
Tiles: Airpath, rubber floor tile with| Flor, 
a 1/16-in. cellular rubber cushion back | “™ 
ing; Koroseal, vinyl asbestos floor tik ized 


in multi-colored designs; Corinthian, Flext 
Koroseal vinyl floor tile featuring trans} good 
lucent marble veining giving 3-dimen-| ae 
: 9 r 
sional effect. aes 


Gold Seal, Div. of Congoleum-Naimn\ Ro 
Inc. SEE: Congoleum-Nairn, Inc.) cumb 
Gold Seal Div. | vinyl 

' Rubb 

The Goodyear Tire & Rubber Co.\ Cork 
1144 E. Market St., Akron 16, Ohio} 
Tiles: solid vinyl; Wingfoot rubber 


Slo: 
Rolltype floorings: solid vinyl; Wingy pip, 


foot rubber. Special products: — Air} Cong 
foam padding for use under carpeting} ware 


Johns-Manville, 22 E. 40 St. New 
York 16. Tiles: Terraflex, vinyl-as 
bestos floor tiles; J-M, asphalt asbesté 
floor tile. 


Ale 
Ave., 
wool 
riety 
with 


Kentile, Inc., 58 Second Ave., Brooke... 
lyn 15, N.Y. Tiles: Kentile, asphal salle 
tile, vinyl asbestos tile, solid vinyl ul | 
cork tile, and rubber, in a variety * i 
New 


vinyl « 


thicknesses. 


James Lees & Sons Co., Bridgepor: thick 
Pa. Carpeting: soft floor covering fe: dition 
turing yarns and fabrics engineered foj ‘47100 
specific uses; special line of wool-nylo: 
fabrics for heavy-duty areas. Til 


SEE: 


The Magee Carpet Co., 295 Fift 
Ave., New York 16. Carpeting: Ma} Upg 
gee, many types of carpeting including Figg, 
some with sponge rubber backing. | San 4 

vinyl-; 

Mastic Tile Corp. of America, P. Je. 4 
Box 1151, Newburgh, N. Y. Tiles indust 
Matico, asphalt, vinyl-asbestos, sofste’| 
rubber and wearever all-vinyl tiles. | 

| Ove 

Mohawk Carpet Mills, Inc., Amstei, 
dam, N. Y. Carpeting: Durlon, av eg 
cose rayon fiber, Dynel, and wool. Spe} dye, | 
cial compositions: carpet cushioning. (ines 


National Tile & Mfg. Co., Anders0t| —— 
Ind. Tiles: ceramic tiles. Re, 


Pabco Floor Covering, Div. of Fibrt\ pre 
board Paper Products Corp. SEE| the 
Fibreboard Paper Products Cor}. Ree 
Pabco Floor Covering Div. Pac 
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s fin. The Philip Carey Mfg. Co., Lock- 
rome, Jind, Cincinnati 15, Ohio. Line of 


indus black asphalt tiles. 


The R. C. A. Rubber Co., 1833 E. 
Mas} Market S., Akron, Ohio. Tiles: Flexi- 
; with| Flor, marbelized rubber tile; Tara-Flor, 
back | terrazzo rubber tile; Vynl-Flor, marbel- 
a ized vinyl tile. Roll type materials: 
akin Flexi-Flor, marbelized rubber roll 
| goods; Tara-Flor, terrazzo rubber roll 


20FIN 
° 


trans-} ; ° 

eal goods; Vynl-Flor, marbelized vinyl roll 
goods. 

Nairn| Robbins Floor Products, Inc., Tus- 


Inc.| cumbia, Ala. Tiles: Robbins Vinyl Tile, 
‘vinyl floor tile; Robbins Micro-Finish 
' Rubber Tile, rubber floor tile; Robbins 
er Co.} Cork Tile, cork floor tile. 
Ohio) 
rubber 


Sloane -Delaware Floor Products, 
Wing} Div. of Congoleum-Nairn, Inc. SEE: 

Air Congoleum - Nairn, Inc., Sloane - Dela- 
‘peting) ware Div. 


; vi Alexander Smith, Inc., 295 Fifth 
MY") due, New York 16. Carpeting: all 
AsDEst( 


wool and synthetic yarns in large va- 
riety of patterns, textures and colors 
fies with custom designing and coloring 


P available. 
asphal 
nyl tle 
riety ¢ Sorkin Enterprises, 11 Broadway, 


New York 4. Carpeting: Rossella, 
vinyl embossed or smooth patterns with 
(ge por thick needleloom jute backing in tra- 
ing fe: ditional and contemporary designs in 
ered fo} “tious widths. 


ol-nylor 
Tile-Tex, Div. of The Flintkote Co., 
p= The Flintkote Co., Tile-Tex Div. 


y5 Fift 
ng: Mi} Uvalde Rock Asphalt Co., Azrock 


ncluding Floor Products Dw., P.O. Box $33, 
cking. | Sun Antonio, Texas. Tiles: Vina-Lux, 
vinyl-asbestos tile; Azphlex, vinylized 

rd, P. O} tile: Azrock, asphalt tile; Duraco, vinyl 
Tiles| industrial tile. 
sofste | 

tiles. 

ial Overhead Lighting Equipment 

— Amste! 


on, ANN decesso Systems, Inc., 4615 Eighth 


ool. Spl due. N.W., Seattle 7. Luminous ceil- 


joning. ings: Grid systems for supporting low- 


{nderso!.-—-—— 


Readers wishing further infor- 
mation from manufacturers of 


of Fibr| products listed in the Tools of 

p. SEE| the Office section may use the 

; Cor) Readers’ Inquiry Coupon on 
page 88. 

GEMEN ay 1958 


VW. 
ered ceilings used to secure acoust- 
ical tiles and lighting fixtures. Details 
not available at press time. 


Benjamin Electric Mfg. Co., North- 
west Highway, Des Plaines, Ill. Fluor- 
fixtures: Catalina, one piece 
plastic basket; Officer, “D” shaped 
double wall side panels; Multi-Vent 
Troffer, lighting and air-conditioning 
in one fixture; Capri, new luminous 
indirect office unit. Incandescent fix- 
Turnlox Socket-Reflector 1800 
Series, 2 piece twist-lock construction. 
Luminous ceilings—translucent: Panel- 
Glo corrugated and Panel-Glo safari, 
can be priced and purchased complete 
with lighting by the square foot. 


escent 


tures: 


The Celotex Corp., 120 S. La Salle 
St., Chicago 3. Luminous ceilings— 
translucent: Acousti-Lux and Lumiceel, 
translucent panels. 


Corning Glass Works, Corning, 
N. Y. Fluorescent fixtures: Incandes- 
cent fixtures: Extensive line of glass- 
ware to be used in these types of fix- 
tures. 


Day-Brite Lighting, Inc., 6260 N. 
Broadway, St. Louis 15. 
fixtures: 


Fluorescent 
Mobilex, 2 ft. wide, recessed, 
shallow profile, large selection of en- 
closures; Troffers, 1 ft. wide, recessed, 
shallow profile, large selection of en- 
closures. 


The Electron Corp., P. O. Box 208, 
Littleton, Colo. Fluorescent fixtures: 
Electron Stratolite, 2 light 4- and 8-ft. 
shallow unit, louvered with plastic bot- 
toms. 


Gruber Lighting, 125 S. First St., 
Brooklyn 11, N. Y. 


tures: 


Fluorescent fix- 
Reflectors and Plexlite diffusers. 
Details not available at press time. 


Edwin F. Guth Co., 2615 Washing- 
ton Bivd., St. Louis 3. Fluorescent fix- 
tures: Guth Fluorescents. Incandescent 
fixtures: Brascolite Incandescents. Lu- 
minous ceilings—translucent and “egg 
crate”: Gratelite Louver-Diffuser, Pris- 
moid Gratelite Louver-Lens. 


Holophane Co., Inc., 342 Madison 
ve., New York 17. Fluorescent fix- 
tures: Holoflux, Prismatic glass lens 
recessed or ceiling attached; 
Realite Prismalume, ceiling attached 
unit with acrylic plastic enclosure. In- 
candescent fixtures: Paradome, ceiling 


units, 


oo 


PF he ee OTL deem 


wee 


Steel Age Office Partitions, by Corry- 
Jamestown, stand 68 in. in height, 
feature fluted glass inserts. Over-all 
thickness of panels is less than 2 in. 
Insert shows construction of _ fiber- 
glass panels, consisting of double 
honeycomb core, phenolic impreg- 
nated kraft and two fiber glass sheets. 


it 


ae 


a 


The “Partitioner” is a free standing, 
steel space divider manufactured by 
Rockaway. Insert illustrates its double- 
faced honeycomb core, laminated to 
both inner surfaces of the steel panel. 
Deep chambers of the core aid in ab- 


affording occupants 
private working 


sorbing sound, 
both quiet and 


quarters. 


General clerical areas, walled off from 
main corridors, are enclosed in this in- 
stallation at Amerock Corp., Rockford, 
Il., made by General Fireproofing. 
By segregating this area, machine 
and typical offices noises are absorbed 
and do not filter into adjoining private 
offices. 


—— 
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and suspension, semi-direct unit; Cor- 
rectalite, ceiling and suspension, semi- 
direct unit; Lo-Brite In-Bilt, recessed 
lens units; No. C-824, corridor units. 
Luminous ceilings —translucent: No. 
6024, 2-ft. square Prismalume acrylic 
plastic lens. 


Lightolier, Inc., 346 Claremont Ave., 
Jersey City 5, N. ]. Fluorescent fix- 
tures: luminaires and troffers. Incan- 
descent fixtures; luminous ceilings. 
Details not available at press time. 


Luminous Ceilings, Inc., 2500 W 
North .lve., Chicago 47. Luminous 
ceilings — translucent: Acusti-Luminus 
Ceilings; Modu-Luminus — Ceilings; 
Electric-Luminus Ceilings; Corru-Lu- 
minus Ceilings. Luminous ceilings— 
“egg-crate”: Luvr-Luminus Ceilings, 
louver ceiling; Leaf-Lite Luminus 
Ceilings, louver ceiling. 


Lustra Corp. of America, 32-33 47th 
Ave., Long Island City, N.Y. Fluores 
cent fixtures: Lustra Fixtures and 
Lustra Double Duty Lamps and Tubes, 
fixtures, ballasts, starters and fluores- 
cent tubes, 


Sunbeam Lighting Co., 777 E. 14 
Place, Los Angeles 21. Fluorescent fix 


tures:  Visionaire, fluorescent lumi- 
naires; large area 4-ft. square fluores- 
cent units. Incandescent fixtures: re- 
cessed incandescent units. 


Swing-O-Lite, Inc., 13 Moonachie 
Rd., Hackensack, N. ]. Fluorescent fix- 
tures: Swing-O-Lite. Incandescent fix- 
tures: Swing-O-Lite. 


Sylvania Electric Products Inc., Syl 
vania Lighting Products Div., 1 48 St., 
Wheeling, W. Va. Fluorescent fix- 
tures: complete line of industrial and 
commercial lighting fixtures. Lumi- 


nous ceilings — translucent: Sylvan- 


Aire, featuring rows of corrugated plas- 
tic with optional sound conditioning; 
Sylva-Lume, featuring plastic panels 
in a variety of forms, depths and colors. 


The Wakefield Co., 731 S. Water 
St., Vermilion, Ohio. Fluorescent fix- 
tures: Wakefield Troffer, 4 modular 
sizes with 8 types of light control. 
Incandescent fixtures: 
Luminous ceilings—translucent: Wake- 
field Ceiling °58, variety of ceiling de- 
sign and color by combining standard 


Commodore. 


components. Luminous ceilings—“egg- 
crate”: Wakefield Ceiling °58, plastic 
and steel louvers. 


Movable Partitions 


Aetna Steel Products Corp., Arnot- 
Jamestown Div., 730 Fifth Ave., New 
York 19. Free-standing _ partitions: 
Aetnawall, all steel, all glass or steel 
and glass partitions. 


American Accordion-Fold Doors, 
Inc., 175-35 Liberty Ave., Jamaica 33, 
N. Y. <Accordofold Supreme folding 
doors and Wovynfold folding doors in 
various sizes. 


Art Metal Construction Co., Jones & 
Gifford Aves., Jamestown, N. Y. Parti- 
tions, free standing and for attachment 
to furniture: El-Unit Modular Parti- 
tions, 42-, 54-, 66- and 86-in. heights, 
with panel inserts of glass, pegboard, 
fiberglass etc., honeycomb core. Fold- 
ing doors: panel inserts of glass, fibre- 
board, pegboard, etc. 


Art Steel Co., Inc., 170 W. 233 St., 
New York 63. Partitions, Uno Office 
Modulettes, modular partitions and 
such furniture elements as desk tops, 
end panels, and pedestals, all of steel, 
with provisions for glass or pegboard. 


Left: White, red and dark aqua Marlite panels were used in this Unistrut 
installation; right photo shows all-wood Modernfold door from New Castle. 


56 


ye 


Bemis Bro. Bag Co., 408 Pine St,, §; 
Louis 2. Folding doors: TransW3 
Folding Doors, folding partition ¢ 
plastic-coated jute fabric, fire ani 
sound-resistant operating on overheal 
track. 


Browne-Morse Co., Muskegon, Mich 
Partitions, free standing: Browne 
Morse Flexa-Wall, flexible wall in , 
standard heights and 10 widths. 


Corry-Jamestown Mfg. Corp., Corr, 
Pa. Partitions, free standing and for 
attachment to furniture: Steel Age O! 
fice Partitions, fiberglass panels with 
anodized aluminum trim, — snaplock 
glass molding, universal panel and pos 
arrangement. 


L. A. Darling Co., Bronson, Mich 
Partitions: Workwall, panels of Mar 
lite and other materials which may be 
secured to other panels, floors, walls 
and ceilings. Details not available at 
press time. 


GR Products, Inc., 2417 Easter Ave. 
S. E., Grand Rapids, Mich. Partitions, 
free standing: Budgex, wood; Soundex, 
acoustical; GR Metal Partitions, steel, 
all in a variety of heights, types and 
finishes. 


The General Fireproofing Co., 413 
Dennick Ave., Youngstown, Ohio, Par 
titions, free standing: GF Partitions, 
panels in 4 heights, 12 widths, with 
steel, glass, acoustical, chalkboard or 
corkboard inserts. 


The Globe-Wernicke Co., Norwood 


Cincinnati 12, Ohio. Partitions, tree 


standing: Techniplan, choice of steel, 
acoustical or glass panels in 4 heights] 
and 8 widths with open or closed bases, 
and provision for concealed wiring: | 
posts are equipped with non-skid ad- 
justable foot for leveling. 


The E. F. Hauserman Co., 6800 
Grant Ave., Cleveland. Partitions, free 
standing and for attachment: Movable 
Hauserman 
partitions, wainscoting and accessories, 


Interiors, prefabricated 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 88. 
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Divider Wall, steel and glass partitions 
with acoustical treatment. 


Robert Haws Co., 15722 Telegraph 
Rd., Detroit 39, Mich. Folding walls: 
Haws Wall, hydraulically 
sealed, light-weight panels of honey 


Folding 


comb construction with overhead 


tracks. 


Hemisphere Steel Products Corp., 
263 Kent Ave., Brooklyn, N. Y. Line 
of Flushlok 


made of steel, insulated, with glass 


free-standing — partitions, 


panels av ailable. 


Hough Mfg. Corp., Janesville, Wise. 
Hufcor partitions, vinyl laminated, for 
floor to ceiling and office conference 
division. 


Johns-Manville, 22 EF. 
York 16. Partitions, 
Class A, ceiling high or free standing 


40 St... New 
free standing 


with all-mineral core, asbestos-cement 
surfaces, steel trim; Universal, wood- 


framed sealed core with asbestos-<ce- 
ment sheet facing on both sides; Im- 
perial Marinite, asbestos sheets mount- 
ed on steel studs; Imperial Transitone, 
colored asbestos panels; Imperial Tran- 


site, heavy-duty asbestos-cement panels. 


Marnay Sales, Div. of Rockaway 
Metal Products Corp. SEE: Rockaway 
Metal Products Corp., Marnay Sales 
Div. 


Metlwal, Div. of Virginia Metal 
Products, Inc. SEE: Virginia Metal 
Products, Inc., Metlwal Div. 


The Mills Co., 965 Wayside Rd., 
Cleveland 10, Ohio. Partitions, free 


steel, 
eights 


| bases 


iring; 


id ad- 


6800 
s, free 
ovabl: 
-icated 
sories, 


standing: Mainliner, in baked enamel 
hnish in 6 colors. 


Milwaukee Stamping Co., 2530 W. 
National Ave., Milwaukee 4, Wis. Par- 
titions, free standing: Ferrometal Of- 
ice Partitions, 
colors. 


available in various 


National Steel Partition Co., Ine. 
hoo E. 156 St., New York 55. Parti 
tions, free standing: prefabricated. 
movable metal partitions, some with 


glass, in door and ceiling heights. 


—— 


New Castle Products, Inc., New 
Castle, Ind. Folding doors: Modern 
iold, all wood with grain veneers or 
vinyl coated frames 
with optional special sound retarding 
ners, 


fabrics on steel 


MAY 1958 


New installation in a savings and loan association’s headquarters building pro- 
vides visual comfort, while complementing the modern appearance of the 


interior. Grey glass ‘“Twindows,” 


which consist of two pieces of plate glass 


with hermetically sealed air-space between, transmit only 45 per cent of the 
total visible light. (Picture by courtesy of Sunbeam.) 


Peerless Steel Equipment Co., Un- 
ruh & Hasbrook Aves., Philadelphia 11. 
Partitions, free standing, with snap 
lock attachment. 


Rockaway Metal Products Corp., 
Marnay Sales Div., 1270 Broadway, 
New York 1. Partitions, free standing: 
Partitioner, double-faced 
Honeycomb core which absorbs sound; 
Masonite; pegboard, corkboard, chalk 
board, or acoustical panels. 


exclusive 


Security Steel Equipment Corp. 
Avenel, N. ]. Partitions, free standing 
and for attachment: Versa-Line. De- 


tails not available at press time. 


Sorkin Enterprises, 11 Broadway, 
New York 4. Partitions, for attachment 
to furniture: Finlandia Contemporary, 
flexible room divider, modular furni- 
and wall 


ture units. 


Steel Partitions Inc., P. 
Jamestown, N.Y. 
standing: Type JL, 2-in. thick full 
flush; Type JF, 3-in. thick full flush, 


insulated; Type EF, panel type for office 


O. Box 807, 


Partitions, free 


or industrial use. 


Steelcase, Inc., 1491 Division Ave., 
S., Grand Rapids, Mich. Partitions: 
steel partitions with upper sections of 
glass or acoustical steel panels. Details 
not available at press time. 


Unistrut Products Co., 933 Washing- 
ton Blvd., Chicago 7. Partitions, free 
standing: ColorLine, flexible and_ re- 
usable partitions in a variety of designs 
and colors, with Marlite plastic-finished 
hardboard and other paneling mate- 
rials. 


United States Plywood Corp., 55 W. 
44 St., New York 36. Partitions, free 
standing: Weldwood Parti- 
hardwood, 


Movable 
faced in fine 


Micarta or Kalistron. 


tions, core 


Virginia Metal Products, Inc., Metl- 
wal Div., 111 Wyoming St., Syracuse 
4, N. Y. Partitions, free standing: 
Metlwal and Metlwal Jr., 14-in. ful! 
flush, open for ease of wiring. 


White Partitions, Inc., P. O. Box 48, 
Readville 37, Mass. 


standing, unit panel. 


Partitions, free 


Yawman and Erbe Mfg. Co., Inc., 
1099 Jay St., Rochester 3, N.Y. Parti- 
tions, free standing: Y & E Steel Parti- 
tions, 2% in. thick flush panels and 
posts, 42- 54- 66-in. high, 11 different 
lengths and 7 different insert materials. 
Partitions, for attachment to furniture: 
Y & E Steel Partitions, for attachment 
of desk tops directly to partitions, thus 
eliminating the necessity for having 
end panels. 
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with anything 
—Verifax copies it! 


A VERIFAX COPIER REPRODUCES PEN, PENCIL 
AND CRAYON WRITING AS EASILY AS TYPED DATA 


EING ABLE to copy everything on 
Baw document is more than a 
convenience. Often, it’s a down- 
right necessity ! What good is a copy 
of a contract which lacks the signa- 
tures? Or a copy of an accounting 
report which leaves out the figures? 

A Kodak Verifax Copicr handles 
all the so-called toughies in stride— 
even those purplish spirit duplicator 


New! 
Verifax Bantam 
Copier 
$99.50 


Light, capable, a pleasure to use. 
Buy them for every department—speed 
communications inside your company 
and out! 


eeerereeee eee eee eee MAIL COUPON TODAY coeoeeeee 
EASTMAN KODAK COMPANY, Business Photo Methods Division 


343 State Street, Rochester 4, N.Y. 


Ge..tlemen: Please send free copy of your new booklet, 72-5 
“Versatile Time-Saver for Busy Offices.” 


copies. Gives you 5 dry and complete 
copies in 1 minute for just 2'4¢ each. 

Something else that’s mighty im- 
portant in business: Your Verifax 
copies will last a lifetime—won’t fade 
or darken. And they're a snap to 
file, write on, put in binders. . . are 
not tissue-thin or glossy . . . feel like 
the letters and reports you handle 
every day. 

Biggest surprise of all is the low 
cost of a Verifax Copier. You can 
buy one—the Bantam—for just 
$99.50—about half the cost of other 
“low-cost” copiers. Mail coupon. Or 
check “Yellow Pages” of phone book 
under “duplicating” or“ photocopy- 
ing’? machines for nearest Verifax 


Dealer. 


Price quoted is manufacturer's sugested 
price and subject to change without notice 


Yerifax Copying 


DOES MORE ...COSTS LESS... 
MISSES NOTHING 


Name Position 

Company 

Street 

City State. 
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New Goods— 
(From page 47) 


V Table drawers 

Extra-size drawers are now available 
for the firm’s “Multimaster” tables, 
Tables measuring 30 x 60 in. have 
drawers 19 x 19 X 3; those measuring 
34 x 60 and 34 x 72 in. have drawers 
37 x 36 x 3. Stacor Equipment Co, 
295 Emmet St., Newark 5, N. J. 


(D-8) 


Vv Liner 

Designed to add vertical ruling to any 
size form, the “Wright Liner” separ- 
ates closely-listed columns of figures, 
adds rules to show breakdowns, gives 


MOC 
column identifications. The liner 1s 
finished in grey vinyl bonded to steel. FONTRE 
The Wright Line, Inc., 160 Gold Star 


Blvd., Worcester 6, Mass. (D-9) | new | 
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A Office mat i" and 
The “Crysto-Mat” is made of clear.) “MP 


\4-in. aircraft plastic in neutral shade. Fred sch 
Mat is reversible, with beveled edges ‘part | 
which slope to carpet surfaces. Avail: B38 the ¢ 
able in secretarial, junior executive and This | 
executive sizes. Crysto-Mat Co., 2!' 


North St., Auburn, N. Y. (D-10) uild ¢ 
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oore forms helped us cut inventory 18%” 


) steel. PNTROL SPEEDS CARRIER MARKET FORECASTS, PLOTS PRODUCTION FOR ON-TIME SHIPMENTS 


d Star | 
(D-9) | new Planning and Production Control System gives 
trier Corporation a competitive edge by speeding ship- 
ut of its air conditioning units. Sales forecasts — the first 
ge of production planning — are faster and closer to the 
» fuket picture with scientifically designed forms that organ- 
- and expedite paperwork. Determining material and 
7 Rnpower requirements follows the forecast. 


| 

_ Next a Parts Requirement Record, run off from punched 

1 and using an IBM 650 computer, schedules quantities 
clear.’ °°Mponents and completion dates. Parts arrive on stag- 
shade. Fed schedule for uninterrupted work flow. The Record is 
edges ‘part Moore continuous form, the fast-moving Speediflo. 
Avail: #8 the company’s control in print. 

ve a This kind of automated control keeps inventories to a 

)., 2! 
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BUSINESS FORMS 


minimum and reduces warehouse footage. It has released 
capital for other uses and reduced seasonal loan require- 
ments. Overproduction is less likely since forecasts are up- 
to-date. Slowdowns caused by late or missing parts are 
minimized. Earlier deliveries can be promised — and met. 


The Moore man helped in scientific design 
of procedures and forms tailored to this Au- 
tomated Data Processing (ADP) system. For 
more examples of form-system improvement. 
write on your letterhead to the Moore office 
nearest you. 


Moore Business Forms, Inc., Niagara Falls, N. Y., Denton, Tex., 
Emeryville, Calif. Over 300 offices and factories through- =e \ 
out U.S., Canada, Mexico, Caribbean, Central America. : 
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“your copy 
il 


fi / in just 


4 seconds” 


...- Simplest way to copy business facts! 


You'll use this copy maker because here is the world’s cleanest, 
simplest way to copy. Only ‘‘Thermo-Fax”’ Copying Machines give 
you an exclusive dry process copying method that is completely All- 
Electric. No chemicals. No liquids. You make copies in 4 fast seconds, 
for as little as 5¢ each. Try it in your own office on letters, orders, 
reports, or any forms you now must retype. You'll see how the truly 
modern simplicity of dry process copying makes other methods old- 
fashioned. And you’ll see a brand-new way to save time and money. 
Call your dealer for your demonstration now. Or send coupon for full 
details and your free copy of our helpful business communications book. 


MINNESOTA MINING AND MANUFACTURING COMPANY 
where RESEARCH is the key to tomorrow 


en OOUCT o, 
y; 


"esearch 


Therme- Fax 


WW copyine F PRODUCTS 


Minnesota Mining & Manufacturing Company 
Dept. KN-68, St. Paul 6, Minnesota 


Send my free copy of your new book, Better Business Communications, and full 
details on the THERMO-FAX “‘Secretary”’ Copying Machine. 


Name 


Company 


Address 


City Zone State 


The terms “Thermo-Fax” and “Secretary’’ are trademarks of Minnesota Mining & Mfg. Co. 


eeeeeereseeeeeeeeeeeeeeeeeeeee 
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ae 


(From page 58) 
V Transistor intercom 
The new line of “Centrum” intercoy 


equipment features completely-trang: 
torized circuitry and is available in; 


‘AAU , 


The standard 


different systems. 
consists of one master station, one su) 
station and 20 yards of cable. Disini 
uted by Reeves Equipment Corp, 
E. 52nd St., New York. (D-1); 


V Payroll system 

The “Satellite” one-writing pegbos: 
payroll system is built around a cent 
line writing feature which enabi 
completion, with one writing, of che: 
or cash pay statement, payroll jour 
and employee’s earnings record. | 
addition to daily hours worked, t 
unit includes 13 extra columns. T 


C. E. Sheppard Co., 44-01 21st § 
Long Island City 1, N. Y. (D-1R 


V Desk-top glass 
“Tru-Site” (depicted in foregroun! | 
photograph) is designed for use on! 

tops of desks and furniture, provi 


(To page 63) 
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A NATIONAL SYSTEM has greatly simplified the accounting procedure of the Kalmbach Publishing Co. 


A. C. KALMBACH, President of 
the Kalmbach Publishing Co. 


< es Lae 


“Our @alional System 
saves us *11 400 a year... 


pays for itself every 9 months!”’—kaimbach Publishing Co. 


“Our National System makes it 
easier for us to analyze sales because 
it supplies us with detailed business 
information in concise form,” writes 
A. C. Kalmbach, President of the 
Kalmbach Publishing Co. “This is 
just one of the many ways in which 
our Natienals have increased the 
efficiency and economy of our oper- 
ation. 

“Our National Bookkeeping Sys- 
tem completes all our accounting 
work with speed and efficiency. It 


eliminates costly overtime work, and 
at the same time, makes it possible for 
us to complete end-of-month state- 
ments on time. In all, our National 
System reduces our work load by 
approximately 630 hours per month. 

“Our National System saves us at 
least $11,400 a year, pays for itself 
every 9 months!” 


CKO DL 


President of the Kalmbach Publishing Co. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


989 OFFICES IN 94 COUNTRIES 


MAY 1958 
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FOUR OF THE many interesting books published by the 
Kalmbach Publishing Co. 


Milwaukee, Wisc. 


Your business, too, can benefit from the 
time- and money-saving features of a 
National System. Nationals pay for 
themselves quickly through savings, 
then continue to return a regular yearly 
profit. For complete information, call 
your nearby National representative to- 
day. He’s listed in the yellow CET 
pages of your phone book. aa” 


“TRADE MARK REG. U.S. PAT. OFF. 


WSational 
ACCOUNTING MACHINES 


ADDING MACHINES + CASH REGISTERS 
"wer paper (NO Carson Required) 
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New Venus Velvet ball PE'N-cil with patented* double-duty | | 
cartridge offers double ink supply...double writing mileage! | 
: eee 


) 
(ACTUAL SIZE GIANT CARTRIDGE WITH DOUBLE INK SUPPLY) i 


The new Venus Velvet ball PEN «cil Double Duty model means top writing 
efficiency, top economy for every office. The giant patented Venus cartridge 
offers double ink supply . . . double writing mileage. And of 
course, you get all these other famous ball PEN «cil features: 
lighter ‘‘feel’”’ of a pencil because the barrel is wood; finest ball 
point mechanism; writes on any normal surface—even glossy 
photos; nothing to press, click or turn. The Venus Velvet ball 
PEN «cil comes in five styles for every writing job. 29c-39c. Less 


in the handy dozen packs. Order today from your stationer. 
*(Patent No. 2,678,634) 


It’s the cross between the pen and pencil... 
for top efficiency and economy in the office. gre 
are 


M AIL Venus Pen & Pencil Corp. (Dept. OM-5) Hoboken, New Jersey 


Please send a sample of the Venus Velvet ball PEN «cil Double Duty 
FREE model at no obligation to me. 


ae velvet 4] 
— | harm } ball PEN: cil* 
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(From page 60) 
a transparent, reflection-free surface. It 
features a permanent matte finish. 
Dearborn Glass Co., 6600 S. Harlem 
Ave., P. O. Argo, Bedford Park, Ill. 
(D-13) 


VY Printing machine 

The Monroe Data/Log Series MC-203 
is capable of a maximum of 150 print- 
ing operations a minute. It is equipped 
with its own separate power supply 
and control unit, and the 18-in. car- 
riage can be mechanically programmed 
to tabulate fixed or variable distances 
after printouts. Electronics Compo- 


nents Div., Monroe Calculating Ma- 
chine Co., Inc., 60 Main St., San Fran- 


(D-14) 


cisco, Calif. 


V Office cabinets 

“Maso” cabinets are designed to give 
additional counter and storage space 
and are available in olive green and 


grey. Both the 29- and 42-in. models 
are supplied in either 12- or 18-in. 
depths. Interstate Metal Products Co., 
Inc., Office Equipment Div., 666 Lake 
Shore Dr., Chicago. (D-15) 


For further information, use 
Readers’ Inquiry Coupon on 
page 88. 


olitho Offset Plates 


for Systems Duplicating 


EASIER 
HANDLING 


FASTER 
PREPARATION 


GREATER 
UNIFORMITY 


»-» because they're pH-Controlled! 


A unique pH-control process insures the ideal chemical bal- 
ance in the coating of Colitho direct image offset paper plates 
for systems duplicating. 

pH-control coated Colitho plates are highly yersatile. 
They can be used in the first, second or third position and in 
forms which include other types of masters. They can be 
preprinted by either offset or letterpress. 

In addition to speedier make-ready and less down-time, 
pH-control coated Colitho plates deliver matchless uni- 
formity from first copy to last, from form to form. No 
wonder systems men in quest of quality and economy are 
switching to pH-control coated Colitho plates for superior 
duplicating. Columbia Ribbon and Carbon Mfg. Co., Inc., 
Glen Cove, N.Y. Columbia Ribbon and Carbon Pacific, Inc., 
Duarte, Calif. 


COLITHO DUPLICATING SUPPLIES 
Matched Colitho duplicating supplies insure maximum per- 
formance of Colitho plates. They help make every duplicator 
a better duplicator, too. 


DIRECT IMAGE 


OFFSET DUPLICATING 


PAPER PLATES 


OFFSET DUPLICATING 
PLATES AND SUPPLIES 


ee ee we ree ee 
—— oe 


*T.M. Reg. U.S. Pat. Off. 


MAY 1958 
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How to make your reports 
clear, concise and effective 


By Maryland Manger 


THE ADMINISTRATOR has a re- 
sponsibility to keep management in- 
formed regarding his problems, needs 
and the overall operations of the office. 
In fact, management relies on informa- 
tion of this nature for control and 
planning purposes. The administrator 
also has a responsibility to keep man- 
agement currently informed by means 
of various memos and reports of situa- 
tions which may be outside his au- 
thority to handle. Failure to keep 
management properly informed may 
result in eventual embarrassment to 


the administrator because a small prob- 
lem, over which he has no control, 
may later develop into a major prob- 
lem if it is allowed to go unreported, 
and so unattended. 

Obviously, this business of report 
writing may be taken casually or re- 
garded as tremendously important to 
the success of office management, de- 
pending on how you look at it. 

Many administrators depend on the 
written report—routine or special—to 
get the work out. Office management 
must depend to a large extent on 


see the 
latest 
office 


national 
office 
pars exposition 


CONRAD HILTON HOTEL, CHICAGO 


learn new 
management 
techniques 


See hundreds of cost- and time-saving devices on display— 
many for the first time—at the *National Office Machinery and 
Equipment Exposition. Latest office machinery, equipment, 
furniture, supplies, and services on display under one roof. 


noma’s 39th 
international 
conference 


CONRAD HILTON, CHICAGO 


nal) 


NAME 


Discuss management problems and techniques with leading 
authorities and top business executives during this fact-filled 
3-day Conference. Bring new ideas back to your job, find out 
how to make your office more efficient. Write today for 
advance registration forms! 


NATIONAL OFFICE MANAGEMENT ASSOCIATION 


1931 OLD YORK ROAD, WILLOW GROVE, PENNSYLVANIA © 


Rush: [_] information ([_] registration forms for NOMA’s 
International Conference & Exposition 


COMPANY 


ADDRESS 
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countless memoranda for giving direc. 

tions and for exchanging essential in. 4 
formation with employees. Actually, 
you get the employees to follow you; 
office procedures by furnishing them 
with written guides on how to do thei; a 
jobs economically and effectively. 

The office administrator is not ex- 
pected to become really an adep 
writer. Writing is a career in itseli 
But writing certain office reports is IC 
part of every administrator’s job. 

Most offices, large, medium and 
small alike, have printed forms for 
reporting certain information. They 
may cover job requirements, employe: 
efficiency, compensation, budgetary 
controls, costs, etc. While these re 
ports are silent in existence yet force: 
ful in action, they must deal with 
facts and should not be overwritten. 
A good office administrator follows the 
best standards for effective report writ- 
ing by giving sound information sim- 
ply and directly whether issued on a 
regular basis, periodic interval or on 
special request. Report writing is 
something that the office administrator 
just can’t get away from, so it’s best for 
him to learn to make the best and most 
of it under management procedures. 


Effective writing takes practice 


The office administrator is the one 
whom clerical personnel regard as the 
boss; he is the primary source they mov 
look to for instructions and supervision File hc 
and thus he must be able to communi- 
cate management ideas to employees. 
A moment’s reflection will show why 
this is the case and why care in using 
both the spoken and written word is 
indispensable to the successful office 
administrator. 


or cler 


The British statesman, Disraeli, put 
it this way: “Men govern with words.’ 
Within your office, the administrator 
should be able effectively to direct and 
control people and operations through 
the written report. 

Report writers are self-made. The 
only way to write an effective office 
report is to write one. That is it— 
there is no secret other than hard, um 
remitting practice. Of course, the more 
simply a thing is said the more power 
fully it will influence those who read 
it. Simplicity in office report writing 


makes for strong writing as well 3 ioe: 
effective writing. matic 
Just where the office administrator | availe 


fits into the scheme of report writing 
varies with each company. However fai 
he should always write his reports in | 70P 


OFFICE MANAGEMENT § of Y 
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4 Reasons to take 


a new look at 


rotary card filing 


. AAG, i z 
REMOVE OR REFILE ONE CARD OR HUNDREDS instantly. Mosler Revo- 


File holds cards without mechanical attachment. No wear on card 
or clerk. Ups efficiency. Gives real finger-tip control. 


FILING IS FASTER, REFERENCE IS QUICKER with Mosler Revo-File as 
cards come to clerk” instead of clerk going to cards. Note auto- 
matic visual ““V” permits easy reference to any card. Revo-File 
available in manual or electric automatic selector models. 


* * * * * 


For big volume filing Mosler Roto-File can accommodate 
more than 80,000 cards .. . has all the exclusive features 
of Mosler Revo-File. Several clerks can work at same time. 


BS 


USES PRESENT CARDS. With amazing Mosler Revo-File, no costly trans: 
e position is needed. You save an average of $200 in change-over cost: 
plus big savings in time, space, money over old-fashioned filing 


3 CARDS CAN'T DROP OuT. Mosler Revo-File is the only file of it: 


type that doesn’t rely on notched cards that wear out in use 
The patented, exclusive belt method of holding records in file 
assures complete protection against card ‘“‘fall-out” or wear. 


Another fine 
product of 

The MOSLER 
SAFE Company 


FREE! 


HOW TO MODERNIZE AN ACTIVE CARD FILE IN MINUTES. 
If you have 3,000 or more active card records of any type 
or size (including tabulating cards) which are used con- 
tinuously for reference and posting, mail this coupon today! 


Department 0M-558, REVO-FILE DIVISION e THE MOSLER SAFE COMPANY, 
320 Fifth Ave., New York 1, N.Y. 


Please send me complete information on Mosler Revo-File and how 
to modernize an active card file in minutes. 


NAME. POSITION. 


COMPANY. 


ADDRESS. 
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a quiet place so that he may concen- 
trate on the subject that he plans to 
write about. He can increase the ef- 
fectiveness of his report writing by 
using short sentences and avoiding too 
many technical terms. A good diction- 
ary is an indispensable tool in helping 
the administrator increase his knowl- 
edge of words, as well as checking 
their meanings. 

Every office report the administrator 
writes should have a definite purpose. 
He should be able to tell the employees 
in simple language about a new proce- 
dure or a changed office policy; to ex- 
plain to management the special prob- 
lems in the office; to show office costs 
and amount of work being done, etc. 
In short, office report writing by the 
administrator accomplishes nothing un- 
less the reader becomes informed, gains 


understanding, and is moved to action. 

A good starting place is for the 
office administrator to make an outline 
of the nature of the report he plans to 
prepare for management. 

The habit of writing effective re- 
ports—whether they relate to reducing 
the cost of work on the filing system, 
about machines and equipment, to 
cover personnel training and other of- 
fice activities—is invaluable to the ad- 
ministrator for obvious reasons. 

What are corporations doing to help 
their office administrators write effec- 
tive reports? Not too much has been 
done yet, apparently—yet good report 
writing, like good business manage- 
ment, demands a plan, a program; an 
idea of where you're going and how 
you're going to get there. The follow- 
ing pointers are suggested to guide 


Of course! Many companies have been doing it 
for years, using The Traveletter® System. Shock- 
ing, isn’t it? Crazy idea! Maybe, so — to old- 
fashioned management — but modern manage- 
ment has found out differently. 

The Traveletter System is an established system 
that has provided sound control of travel ex- 
penses for 62 years for many of America’s 
largest companies . . . who recognize the ad- 
vantages of The Traveletter System over ordinary 


"Traveletter” Reg. U.S. Pat. Off. 


TRAVELETTER CORPORATION 


WHAT... 


_ let a salesman write 
_ his own expense checks? 


home office methods of handling travel expenses. 


Besides controlling expenses here’s what The 
Traveletter System does: 


oe 


. Materially reduces the cost of reimbursement 
procedure. 


N 


. Eliminates cash advances. 
Simplifies banking procedures. 


ay 


. Aids Sales Department in processing expense 
reports. 

. Assists traveler in authenticating expenses as re- 
quired by the LR. tax ruling. 


“ 


Traveletter’ 


The Modern System for handling 
Sales Expenses . . . Since 1894 


© GREENWICH 6, CONNECTICUT 
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your thinking in your report writing 
and may be utilized accordingly by al 
office administrators. 


Determine weak points 


The office administrator may in. 
prove the effectiveness of his repor 
writing if he will take a candid look 
at his weak points and then purpose. 
fully engage in study and practice t 
overcome them. 

Check yourself on these points— 

1. Is it complete? Does it give al 
necessary information? Does it answer 
all questions the reader may raise? 

2. Is it concise? Does it contain 
only essential facts? Does it includ 
only essential words and phrases? 

3. Is it clear? Is your language 
adapted to the reader? Are your words 
the simplest that carry your thoughts’ 
Is your sentence structure clear? Doss 
each paragraph contain only one main 
idea? Are your ideas presented in the 
best order? 

4. Is it correct? Is your information 
accurate? Do your statements conform 
with office management policy? 

5. Is it appropriate in tone? Wil 
the tone bring the desired response? | 
your report free from antagonism? |s 
it free from overbearing or preaching 
statements? 


6. General: Is your report unsatis 
factory? Does it need revision? Is i 
passable, but not good enough to ge) 
by? Does your report represent you? } SA¥S 

Effective report writing is an_ int: 
mate thing, a privilege to be enjoyed 
by the office administrator, and, 0! 
course, to be desired from every stan¢- 
point. 

From time to time every office ad 
ministrator should examine his. tech- 
nique of report writing to determine 
how effective it really is, because there 
are opportunities for reducing costs in 
report writing through the efficienc) 
of the office administrator. 

Your own experience tells you that { 
the learning process in writing good 
reports is never completed—it goes on 
continuously. You must know wher 
your technique is weak and_ how 
improvements in it may be made. 

Your success in office management 
may depend upon your ability to e& 
press concrete ideas in clear and 
unmistakable language. You have 
thoughts in your head, so why not pul 
them down in effective report writing 
now. This does not mean that the tas / 
will be easy, but practice is the bes 
and surest solution. 
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‘““Here’s what PS’ teamwork 
accomplished for us at Carrier Corp.” 


“TECHNICAL assistance of the high order provided by Stand- 
ard Register has for several years been an important part of 
our success in streamlining business operations by simplifying 
paperwork. Most recently, Standard’s representatives helped 
us materialize our ideas in a highly advantageous data proc- 
essing system for service parts order handling and inventory 
control. Their ready understanding of system problems and 
wide knowledge of the techniques for efficient record-produc- 
tion earn them a place on the ‘PS Team.’” 

Do you have a paperwork problem? Skillfully designed 
forms, applied to appropriate machine equipment to speed 
the processing of serviceable records, can be the key factor 
in its practical solution. 

This is Standard Register’s specialty—the application of 
paperwork-simplifying forms and mechanisms to dovetail with 
customers’ objectives. It involves close Teamwork. The tested 
ideas and technical know-how accumulated from broad ex- 
perience serving America’s businesses are available on your 
Team when the Standard Representative is a member. 


THE STANDARD REGISTER COMPANY, DAYTON 1, OHIO 
PACIFIC DIVISION, OAKLAND 6, CALIFORNIA 
Sales and Service Offices in Principal Cities 
Plants at Dayton; Oakland and Glendale, Calif.; York, Pa.; and Fayetteville, Ark. 
associaTEs: R. L. Crain Limited, Ottawa, Ontario, Canada e W. H. Smith & Son 


(Alacra) Ltd., London, England e Gemah Formas Continuas, Caracas, Venezuela 
Impresora Ariel, S. A., Havana, Cuba e Sten Dahlander, Stockholm, Sweden. 
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says THomas F.. LONERGAN, DrirREcTOR, OFFICE METHODS AND PROCEDURES, CARRIER CorP., SYRACUSE, NEW YORK. 


VALUABLE DATA FREE 
Read the complete details 


& fe of the newest and most 


stalled by United States 
business. Ask to receive 
§ your own copies of Stand- 
ard’s authoritative publi- 
= cations on Paperwork Sim- 
“= plification science. Write 
today. 


Standard Register 


© 


PAPERWORK SIMPLIFICATION 


Business Forms 
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Moving— 


(From page 33) 


be tagged “on (desk) #6A15-01” or “in 
(office) $6A15,” as appropriate. Re- 
member, too, that the objective in tag- 
ging is clarity—be sure the tag is vis- 
ible, legible and securely attached. 
Similarly, be sure you have a code- 
numbered sign on the doorway of each 
new office, and pointers to the ones 
which may be hard to find. Place these 
high—on door jambs or suspended 


from lights—for they may otherwise be 
obscured as equipment moves in. 
You'll find it helpful to use the same 
colors for signs that you’re using for 
tags. 

Finally, give careful thought to the 
people you'll need to direct the movers. 
You'll want one at least for every major 
entryway. Moreover, since moving is 
likely to be an all-night or all-weekend 
job, be sure of their staying power. 
Your acetate sheet and templates will 
photostat clearly, so that you can give 
each one a plan of the area for which 
he’s responsible. And you can cut one 
photostat into pieces, to make a plan 


ee A 


TO HELP YOU INCREASE SALES IN ’58... 


THIS “BEST SELLER” IS MUST READING 


Whatever product or service you sell, if it is used to set up, improve, 
or operate the modern office, this National Business Show Audited 
Report will give you all the facts on how to increase sales at reduced 


selling expense. 


In it you will learn about the most important and biggest sales 
event of the year... the 1958 National Business Show. You will also 
learn who attends, where they come from, what they buy and a host 
of other pertinent information to help you evaluate the benefits of 


exhibiting in this great Show. 


Write or phone for your free copy today, 


no obligation of course. (Copies are 
limited to interested participants only.) 


1958 NATIONAL BUSINESS SHOW 


RUDOLPH LANG, MANAGING DIRECTOR 
530 Fifth Ave., N. Y.,N. Y.+ OXford 7-7142 
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of each individual office available on 
the spot. Despite the chance of its be. 
ing marked up or obscured, tape this 
one to the floor, so that even the least 
skilled map reader has no trouble get 
ting oriented. 

If you're in a congested city area, 
your best moving time begins Friday 
evening, and, where possible, you 
should get enough trucks and enough 
men to finish up before traffic becomes 
heavy on Saturday morning. At this 
point, though, you're getting back into 
the area in which your moving contrac- 
tor’s experience is most valuable, and 
you should be guided by his advice. 

If you picked the right firm and did 
your own preliminary planning well, 
you're ready to go. And the best thing 
about it is that it ought to be another 
ten years before you'll have to do it 
again. 


Trade Fair— 
(From page 42) 


are expected to be higher this year, 
were 700,000 for visitors, and 127,780 
for buyers. Buyers, according to the 
show management, came from every 
state in this country, from each of the 
U. S. Territories, and from 77 foreign 
nations, in Europe, both the Americas, 
Africa, the Middle East, and the Orient. 

According to a recent survey con- 
ducted by the management of the Fair, 
reaction of businessmen to last year's 
exhibition has been enthusiastic. Rea- 
sons cited for their approval: the pos- 
sibility of seeing a variety of desirable 
foreign goods without the expense of 
sending buyers to many different for 
eign markets, and the ability of small 
firms, which could not send a buyer 
abroad at all to select foreign mer 
chandise for their own use. 

The eight categories into which ex 
hibits at this year’s Fair will be divided 
are: 

Group 1: National Pavilions; Tour 
ism; Transportation; Institutional Ex- 
hibits; Information Offices and_ Ser\- 
ices; Books and Publications. 

Group 2: Textiles; Upholstery Fab- 
rics; Clothing; Fashions and Furs; 
Footwear; Haberdashery; Boutique; 
Handbags; Accessories: Jewelry; Per 
fumes; Cosmetics. 

Group 3: Furniture; Home Furnish 
ings; Interior Decorations; Carpets; 
Floor Coverings; Sewing Machines. 

Group 4: Housewares; China; Glass 
ware; Ceramics; Leather Goods; Lug 
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Edison Voicewriter and the Edison Diamond Disc can show you the way to 
more profitable workdays, through new accuracy and speed in handling written communications. 


See how the Edison Voicewriter cleans up paper work, 
and cuts office costs for only $178! a month 


Here’s immediate relief from today’s 
paper-work pressures and costs—the vers- 
atile Edison Voicewriter model VPC-1 
that doubles as dictation instrument and 
secretarial transcriber. 


With an Edison Voicewriter, any execu- 
tive in your organization can immediately 
step up paper-work efficiency—make 
more time for other important work. At 
conferences, at his desk, at home, or on 
the road, the man who uses a Voicewriter 
is always ready to clean up correspond- 
tnce and reports fast, at any hour of the 


EDISON SYSTEMS 
FOR EVERY 
OFFICE NEED 


MAY 1958 


continuous 
recorde: 


Edison Voicewriter ¢ a product of Thomas A. Edison Industries 


day or night. When he gives the Edison 
Diamond Disc to his secretary, she’s 
ready to proceed with typing, with no 
time lost, as with shorthand dictation. 
Try a Voicewriter on Edison’s easy-pay 
plan, and see how you save. 


On an Edison lease plan, the compact, 
double-duty Voicewriter model VPC-1 
costs as little as $17.81 a month—fully 
equipped for use by executive and secre- 
tary. Why not make the decision to lease 
a Voicewriter today? Check the savings 
and convenience as you pay, without 
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—F ¢ dictation through 
_ interoffice dial phones 


large, initial financial commitments. 


For equipment and systems for offices 
of every size, look to Edison. . . the organ- 
ization that pieneered modern dictating 
equipment, dial telephone and network 
dictation, and the new All-Purpose Edison 
Voicewriter. 


For information on the Edison lease 
plan, for a free demonstration, or free 
literature, write Edison Voicewriter Divi- 
sion, Thomas A. Edison Industries, West 
Orange, N. J., today. In Canada: 32 Front 
Street W., Toronto, Ontario. 


* televoice network 
dictation systems 
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gage; Travel Requisites; Handicrafts: 
Gifts and Fancy Goods; Gold and 
Silverware; Tableware; Clocks and 
Watches; Stationery; Smokers’ Re- 
quisites; Works of Art; Religious Ar- 
ticles. 

Group 5: Foodstuffs; Confections; 
Beverages; Tobacco. 

Group 6: Hardware; Cutlery; Home 
Electrical Appliances; Lighting Fix- 
tures; Garden and Light Agricultural 
Equipment; Bulbs and Fertilizers: 
Fishing and Hunting Equipment; 
Sporting Goods; Bicycles and Motor- 
cycles; Camping Equipment; Sports 
Marine Equipment and Boats; Binocu- 
lars; Photographic, Cinema Equipment 
and Accessories; Toys; Musical Instru- 
ments; Radio and Television Equip- 
ment; Electro-Acoustical Equipment. 


Group 7: Office Equipment; Business 
Machines; Typewriters; Printing Ma- 
terials. 

Group 8: Machine Tools; Precision 
Tools; Power Equipment; Electronic 
Equipment; Scientific Instruments; 
Building Material and Supplies; 
Motors; Basic Materials. 


Task ratings— 
(From page 41) 


particular aptitudes, skills, or exper- 
ience which will be most useful to 
adequate performance on the job. 

In the placement of office employees 
by promotion, reassignment or other 
job changes, the performance demon- 


Why is addressing a snap with 
DUPLIS NAP, > 


Because a typist, a typewriter 
and Duplisnaps give you a 
complete addressing department 
—at low cost. 


DReg. T.M. — U.S. & Canada 


Duplisnaps are one more reason 
why Eureka is the name in 
gummed paper specialties. 


Duplisnaps are sheets of blank, 
perforated gummed addressing 
labels interleaved with smudge 
resistant carbon in easy-to-use 
“snap-out” forms. 


Handle the Duplisnaps set once, 
slip it in the machine, type 

the addresses on each label, snap 
it apart, and the job is done—more 
than a 20% saving in time. 


Two to six sheet sets available 
in white. 


available in colors. Sold at 
all leading stationers. 
DUPLISNAP © 


Four part set also 


made exclusively by EUREKA 


EUREKA SPECIALTY PRINTING CO. 
Dept. 33 - Scranton, Pa. 


ae 


strated by the employee against inj 
vidual elements of the job requir 
ments, helps to insure his placement ip 
a position where by experience, it ha 
been demonstrated that he is mos 
likely to succeed. 

There are usually three perform 
ance ratings in every office. Thes 
are: (1) Outstanding—which ind; 
cates that all aspects of employee per 
formance exceed the standards to such 
a degree that the service is unusu 
and deserves special commendation 
(2) Satisfactory—which indicates the 
performance meets or exceeds the stan 
dards for each task, or if the per 
formance is below the standards on an) 
task, is not a_ sufficient 
rating the total performance unsatis 
factory; and (3) Unsatistactory—which 
indicates that performance is_ below 
the standard on one or more tasks 
the extent that performance as a whole 
is unacceptable for continuation on the 
job. 

The current Task Statements ani 
Standards of Performance for the em 
ployee’s position are the basis for th 
performance rating. To simplify record 
keeping operations, your office per 
formance ratings should be made one 
a year. 

An office administrator should ne 
wait until the performance rating » 
due to discuss the employee's perform 
ance with him. He should be alert t 
the caliber of employee performance 


cause fo; 


on a continuing basis. 

Changes in office operating proced 
ures will often require revision of tas 
statements and performance standard: 

This information will form the bas: 
of analysis and improvement of wor 
distribution in your office that othe: 
wise might not be readily available. I 
is only good sense for every office af 
ministrator to make sure that the skill 
of all employees are properly used, an 
that work efforts are directed towatt 
accomplishing more. Time wasted }) 
any one individual may be small, bv! 
it frequently becomes a_ sizable tot 
when several individuals are involved 


NOMA— 
(From page 39) 


delphia. Dr. Goldner is also a const’ 
tant on creative thinking mechanism 

“Self Improvement,” and its impo! 
tance as a factor in solving existing hu 
man relations and communicatio® 
problems, will be presented Mondi 
afternoon by Jeff Coats, manageme 
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nsultant on personnel development. 
\fr, Coats is from Akron, Penna. Dr. 
sylvia Sorkin, management consultant 
ind noted lecturer from St. Louis, will 
dress the afternoon session of the 
ame day with a speech concerning the 
question “Are You Normal?” Some 


}ractical methods of reducing office ten- 


jons will be considered, as well as the 
yormal personality, office nerves, criti- 
isms and worries, and several person- 
iity-related factors. 


Dr. Peale to address conference 


Two speeches, “Reducing Costs 
With Effective Employee Communica- 


ftions” and “Work Simplification,” will 


ie the subjects for Tuesday’s session, 
mesented respectively by Dr. Arthur 
cord, director of Community Service 
ad professor of speech at Brooklyn 
College, Brooklyn, N. Y. and Allan H. 
Mogenson of Lake Placid, N. Y., re- 
nowned personnel efficiency authority. 
Tuesday evening’s program will con- 
ist of an address by Dr. Norman Vin- 
cent Peale, spiritual leader, author and 
peaker. His speech to the Annual 
Banquet will be on the subject of 
Techniques of Effective Living.” 

“The White Collar Worker’s Place 
in Today's Economy” has been selected 
asthe subject for an hour-and-a-half 
panel discussion scheduled to begin at 
9:30 am. on Wednesday. Topics such 
is office 


unionization, salaries, and 


fitinge benefits will be, among others, 
foonsidered by the panel. A “surprise” 


mnel of management experts has been 
elected to provide additional discus- 
on on these subjects. 

On the Sunday prior to the technical 
“sions, Frank D. Hurt, NOMA na- 
tional director, will preside at a meet- 
ig scheduled for 2 p.m. with chapter 


jolicers and members to discuss chapter 
i}activities. 


A tea for NOMA wives and 
guests will be given at 3 p.m. that 
Mternoon, Sunday evening at 6:30 will 


[reserved for the Chapter President's 


|: ‘ : 
dinner, at which many radio and ty 


personalities will provide the enter- 
‘unment highlights of the conference. 
Fred A. Schultz, international vice 
Pesident, will preside at the Annual 
luncheon, which will end the conter- 
tice, Several prizes will be awarded to 
wmners who have attended the entire 
three-day gathering. 


ng hv 
cation! 
fonds! 
yemell 


‘MEN! 


Persons wishing to register may con- 
* NOMA headquarters at 1931 Old 
ork Road, Willow Grove, Penna, for 


edvance registration and hotel reserva- 


“ons, 


MAY 1959 


Pfizer— 
(From page 36) 


the overall color pattern, the tangerine 
in the chairs is repeated in the long 
vertical panels inserted in supporting 
columns, and picked up in the drapes 
and mural. Background music is pro- 
vided by a master tape recorder. A 
delightful, refreshing touch is added 
by placing tables on the adjoining ter- 
race overlooking busy 42nd Street. 
A multi-purpose training room, used 
to train Pfizer salesmen, is also located 
on this floor. Realizing that such a 


room could serve other purposes, the 
designing firm installed walnut Fair- 
hurst folding walls which, when ex- 
tended across the length of the room, 
partition the area into three separate 
rooms, each accommodating 14 per- 
sons. A screen, 
speaker’s podium and other facilities 
for training complete the furnishings. 
Music may be dialed into the room, 
as well as into the comfortable employ- 
ees’ lounge directly across the corridor. 


projector, television 


The 
houses the 
International 
room. 


fifteenth, or executive floor 
offices of Pfizer 
officials and the board 
Executive offices are lined 


various 


reading 

size on film or paper in 
‘one shot. 
Standard Head holds film 
for making line and half- 
tone negatives. 


Right Reading Photocopies .. . Xerographic Exposures . . . Line 
and Halftone Negatives . . . All from the Versatile Kenro Camera 


The Xerographic Head and Prismatic Head 
added to the precision built Kenro Camera 
make it the most versatile camera available 
today. Application of these accessories is 
varied, simple and useful. 

The Xerographic Head (A) permits you to 
make fast easy xerographic plate exposures. 
It has a simple adjustment that allows 
uniform gripper margins on the plate, 
eliminating time consuming press cylinder 
adjustments. 

With the Prismatic Head (B) you can make 
reproduction quality right reading photo- 
copies, negative or positive, on film or paper, 
in one shot, enlarged to 4X, reduced to half 
size. Color too, can be shot using direct color 
print material. 

With the Standard Head (C) you can make 
line negatives up to 14” x 18” and halftone 
negatives by Magenta or Autoscreen 
methods. Enlarges 3X, reduces to 4 with 
standard Goerz lens. 

The Kenro “Vertical 18” Camera is the 
result of years of experience designing and 
perfecting a precision camera, built on the 
rigid and economical vertical principle. Each 


camera is individually aligned at the factory 
and is delivered fully assembled. Focusing 
and sizing are done with pin point accuracy 
using counters and micro dials which also 
permit hairline resetting. The reflector flood 
lights supply flat uniform instant lighting. 
Exposures are controlled by an automatic 
reset synchronous timer which permits any 
desired exposure from three seconds to 3 
minutes. The heart of any fine camera is, 
of course, the lens. The Kenro Camera uses 
a diaphragm equipped Goerz color corrected 
lens, the standard of quality throughout the 
graphic arts field. 

The Kenro “Vertical 18” Camera, complete 
with Goerz lens, lights, and standard head 
costs only $1250 f.o.b. Chatham, N.J. 
Xerographic and Prismatic Heads, Vacuum 
Back and extended range lenses are 
optional extras. 


Write for complete information. 
Ask for demonstration if desired. 


KENRO GRAPHICS, INC. 


Dept. K-5, 25 Commerce St., Chatham, N. J. 
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against two exterior walls, with case- 
ment windows opening onto a second 
terrace which extends along the sides of 
the building. Walnut oil finish storage 
walls and custom built desks are fea- 
tures of these offices. Desks are person- 
alized by use of individual choices of 
color in executive chairs and matching 
panels on the top and front of the 
desks. Several of the offices include 
informal conversation areas, consist- 
ing of harmonizing sofa, chairs and 
table. The unique lighting arrange- 
ment devised consists of broad panels 
a. recessed into that portion of the ceiling 


over the desk, supplemented by “down- 
lights” recessed into other ceiling 
areas. Ample provisions were made 
for storing books, reports and samples 
of the company’s products, and each 
of the offices is equipped with walnut 
shelving or credenzas within easy ac- 
cess of occupants. 

Among highlights of the new quar- 
ters is the fifteenth-floor board room, 
seating 14 persons at a large boat- 
shaped walnut table. Knoll conference 
chairs covered in neutral fabric blend 
with carpeting and other furnishings. 
A large, multi-colored relief mural of 


Bow oO 


e More Comfort 
Ventilation, plus firm resilient 
support eliminates the “office 
hot seat”. 

e Longer Wear 
Webbing resilience is everlast- 
ing. No change in support after 
years and years of use. 

e Higher Quality—Lower 
Cost 
Trouble free Seng tilt mech. 
anism, with nylon thrust bear- 
ings, Hooded 2” oilless, double 
row ball-bearing casters. 

e Less Maintenance 
Outwears other upholstery, 
guaranteed for five years. No 
more broken springs, _ split 
seams, etc. 

e Variety of Color 
Choice of 14, myriads of com- 
binations. Frames in Satin 


Chrome or Lacquer finish to 
match any desks. 


the tilated Chie 


Offer Correct Seating for Every Need 


Displayed at N.O.M.A. Show 
Conrad Hilton—May 26-27-28 


ES45A 
Executive Swivel 
19'/."" wide—I8" deep 


VENTHATION= 


The most important requirement in good 
seating. 


Bevco offers a complete line of tubular 
steel Office swivel chairs—Reception and 
Institutional Furniture. Costumers—Wall and 
Floor Models. . 


Lower your investment, reduce fatigue and 
increase office efficiency—with Bevco. 


ey s«éPS-33A 
6 adjustments 


BEVCO 
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see your dealer or 
write direct for catalog 


PRECISION MANUFACTURING COMPANY 
831 Chicago Avenue, Evanston, Illinois 


the world, executed by Muralist Louis 
Ross, indicates the worldwide operat. 
ing centers of the company. Styled in 
“Gesso technique,” by which land 
areas are raised slightly above the sur. 
face of the mural, the three-dimension. 
al representation serves both decorative 
and functional purposes. Also provided 
are 16 and 35 mm projectors, an auto- 
matic screen and a large supply of 
built-in maps and sales charts. A sery- 
ing pantry with modern kitchen equip. 
ment is placed near the board room, 
One or more conference 
located on each of the seven floors. 


rooms are 


Display facilities are featured 


The interior waiting room of this 
floor exemplifies, in its furnishings, the 
international character of the com 
pany’s activities (which, incidentally, 
range throughout the world). Italian 
drapes, Puerto Rican carpeting, Fin- 
nish lighting fixtures and Scandina- 
Vian accessories attractively relate the 
fabrics and materials to Pfizer Interna 
tional’s overseas operations. Likewise, 
Japanese prints are used extensively for 
decorative purposes. 

In order to acquaint visitors with 
the firm’s line of pharmaceutical prod- 
ucts, Leonard & Colangelo devised 4 
series of display facilities. An indi- 
vidual illuminated display, created by 
Daniel deKoven of Communications 
Techniques for Industry, is mounted 
in a rectangular display case of stain- 
less steel and glass located in the build: 
ing’s main lobby and in the elevator 
lobby on each floor. 

To coordinate the internal operations 
of a company as diversified as Pfizer 
International, a centrally-located “office 
service area” utilizes a_ high-speed 
dumb waiter to connect all floors, and 


INK, T 


Rees 


Grader 3650 WHISK "53". 


AERA DR RIE 5 Be LOPLI EEE: 


speed communications between depart 
ments. Medical facilities, with a trained | 
nurse in constant attendance, include | 
a fully-equipped dispensary and two 
private rooms for emergency patients. | 
In 1956, Pfizer became the first cor 
poration to publish and distribute its 
annual report as a special supplement 
of the New York Times. This proce 
dure was followed by a similar 16-pagt 
supplement last year. } 
From integration of its various com | 
ponent subsidiaries to development 0) 
unique promotional activities, Pfizer 
has displayed, as Mr. Gunther indi 
cates, an energetic foresight and lead: 
ership. And one of its proudest 
achievements to date is its new inter 
national headquarters office which 
flects this progressive thinking. 
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CONTROLLED J | 
- SPEED-_| 


for 


INK, TYPEWRITING, 
BUSINESS MACHINE WRITING 


Your typists will thrill to the new ease, 
speed and efficiency in erasing with | 
these fine quality GRAYPOINT 
ERASERS. 


EASY-TO-HOLD, EASY-TO-POINT, 
“BALANCED” PENCIL-LIKE SIZES 


4 NO. 3650 GRAYPOINT WHISK. 
Hexagonal, wood-case eraser fits 
comfortably in the hand. At- 
tached brush whisks away eraser 
crumbs. Won’t roll off desks. 
Easily repointed in any pencil 


MAOE 
nvVU SA 


All 3 are perfectly balanced 
for complete control, and 
fast, smooth erasing. 


is sharpener or with knife. 

e<> 

bs NO. 365. GRAYPOINT > 
is Same eraser as No. 3650, 
iE but without whisk. 

jo 4. NO. 378. GRAYPOINT. 

lo This paper wrapped eraser 
io with the pull-string can eas- 
{ ily bé repointed right at 
* the desk. 

4 


WRITE FOR 
FREE SAMPLE 


n Graypout No378 


Roteth 


OF YOUR CHOICE 


Write us on your busi- 
ness letterhead NOW 
for the eraser illustrated 
here that you’d like to 
try. Please mention the 
name of your stationer. 


- Ulaldon Roteith Graygoint Enaren No. 365 . 


Weldon 


Waldon Roberts 


2 tee te eat Rt i emenieartoen sae 5 te 


MADE 
INUSA 


WELDON ROBERTS 
RUBBER CO. 
365 Sixth Avenue 
Newark 7, N. J. 


World's Foremost Eraser 
Specialists 


I 


Find out how beautiful your floors 
tan really be... how much ADVANCE 
floor maintenance equipment 

will save for you... 


FREE 30 DA DAY TRIAL 


in your own building! 


For as little as 10¢ a day, you can own ADVANCE floor 
maintenance equipment that will give you faster, lower 
cost floor care—save you hundreds of dollars in labor costs 
every year. The amount this equipment can save for you, 
of course, depends on the size of the floor area to be main- 
tained and on the quality standards you have established. 

Why not prove to yourself why ADVANCE floor machines 
and vacuums perform better—operate easier—will save you 
more. Most ADVANCE distributors are now offering a plan 
for you to test this equipment free for 30 days in your own 
building. If, after using it for 30 days, you’re not 100°; 


satisfied with the improved appearance of your floors, 


and with the cost reduction and labor saving—return the 
equipment and it costs you nothing! Call your ADVANCE 


_ distributor, or mail this coupon today. 


f---------- 


Get full details—mail coupon today! 


ADVANCE 
FLOOR MACHINE CO. 


4102AD Washington Ave. North 
Minneapolis 12, Minnesota 


Please send literature on ADVANCE floor machines and 
vacs and details about the 30-day free trial offer. 


Name 


Title 


Company. 


Address. 
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prise 1s | 
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Assistant to word in 
President nal 
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ganizati 
It can in 
egation 
Legal Director of nea : 
Treasurer ae Industrial Secretary tween t 
Relations : 
kK 
A rec 
the org: 
position 
Sales Chief Production Chief Purchasing nauk 
Manager Engineer Manager Inspector Agent cordance 
} ization. 
Assistant Assistant be the 
Manager Manager bearing 
the fun 
FIGURE 1 der this 
resentin 
. ‘ tions o 
How to make organization charts ra 
iu : delegati 
on the 
f ° ; the pos 
e ective an use ul tions of 
' The nu 
1 depend 
Confusion will result without properly communicated — ‘© more effective concerted endeavor. | ization 
eee : The endeavor of the enterprise, though | an axi 
facts of all aspects of responsibility in each department— concerted, is the sum of the individual } number 
~——————_ endeavors of the individuals engaged ) the hig 
Administrative Planning Group, The Garrett Corp., Manhattan Beach, Calif. in the enterprise. To be most effective. few as 
THE MAN who is best able to accom- the part of employees as well as the Paneer allocates responsibility w The 
plish his job successfully is the man incumbents in the various positions. the individuals 2 such lente ake wer ~ who 
who has a clear understanding of the = Over a period of time strong individu- whined "03 omens essential egated 
requirements, the limitations, and the —als tend to strengthen their positions responsibilities a avoided. The ay) lines " 
relationships of that job and its relative — by assuming responsibilities which are 7 Sef 00 Getermine ~ pe } dividus 
position in the whole organization of not rightfully theirs and weak individ- which each member oi eee = he 
which it is a part. It is for this reason uals tend to neglect responsibilities expected . om by defining o , forman 
that the problem of communicating the — which are unpleasant to perform. individual's delegated _Fesponsibilities )i “ 
organization structure to all personnel The result is chaos with many du- and the pelationshipe nore and - 
within the organization is important. plications in effort and, even worse, Out ihe er ll a om iatersi ls 
Many companies rely on the spoken serious omissions in the performance a ee accomplish his fun: 9 of resp 
word, the announcement of the func- of essential functions. — bth de 
tion of newly created positions in bul- Proper’ communication of the or- Charts as greghic exumples tion of 
letin or memo form, and, frequently, — ganization structure and the responsi- ane 
various forms of organization charts to __ bilities of each member of the organ- With this understanding of organ- | bilities. 
accomplish this purpose. The intent ization is the answer to this problem. ization it is evident that charts are only used e 
of these devices is generally to inform Before we examine the methods of one of the tools to be used in commu: § “tips k 
employees of the responsibilities of in- communication, let us first define or- nicating the delegation of responsibil- maa 
dividuals, and to assist them in obtain- ganization. Organization is the device ity. Because of ‘the requirements of lerent 
ing answers to operating questions. | whereby man has endeavored to group —_ administration, definitions of respons re 
However, most attempts to do this his talents for the effective realization bility must be clear and precise and the a 
have resulted in failure and misunder- of the objectives of the enterprise. It relations with other functions must be | "84 
standing. Misunderstanding results on is the process which serves as a means clearly stated. Therefore, the organiza Dott 
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tion chart is not suitable for the state- 
ment of that aspect of organization 
which defines the part in administra- 
tion which each member of the enter- 
prise is expected to perform. This can 
hest be accomplished by the written 
word in the form of a position guide. 


The purpose of an organization 
chart is to depict graphically the or- 
ganizational structure of the enterprise. 
It can indicate only the downward del- 
egation of responsibility and the up- 
ward obligation for performance be- 
tween the principal and his delegate. 


Key to chart composition 


A rectangular box should be used on 
the organization chart to represent a 
position held by an_ individual to 
which responsibilities for a specific 
function have been delegated in ac- 
cordance with the principles of organ 
ization. At the top of the chart shoulé 
be the box representing the principa. 
bearing the primary responsibility fo» 
the functioning of the enterprise. Un- 
der this box should be the boxes rep 
resenting the appointees to whom por- 
tions of the principal’s responsibility 
have been delegated. Subsequent re- 
delegations should be shown by boxes 
on the next lower level representing 
the positions to which these re-delega- 
tions of responsibility have been made. 
The number of levels of delegation will 
depend upon the nature of the organ- 
ization being charted. However, it is 
an axiom of organization that the 
number of levels of delegation from 


‘the highest to the lowest should be as 


ee 


ee 


few as possible. 

The boxes representing individuals 
to whom responsibilities have been del- 
egated should be connected by solid 
lines to the box representing the in- 
dividual making the delegation and to 
whom an obligation exists for the per- 
formance of the delegated responsibil- 
ities, 

The lines connecting the boxes rep- 
resent only the downward delegation 
of responsibility from the principal to 
the delegate, and the upward obliga- 
tion of the delegate to the principal for 
performance of the delegated responsi- 
bilities. Connecting lines cannot be 
used to indicate coordinating relation- 
ships between the delegates of a com- 
mon principal or the delegates of dif- 
ferent principals. Because of their 
meaning, the lines connecting boxes 
should, except for their horizontal pro- 
longations, always be vertical. 

Dotted lines to indicate relationships 
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between positions shown on the chart 
should never be used. In large organ- 
izations with several operating divi- 
sions we frequently find specialists 
such as legal counsel, the treasure. 
industrial relations and others. The 
relationship between these specialists 
and their counterparts within the op- 
erating divisions cannot be adequately 
shown by dotted lines. This use of 
dotted lines indicates that persons in- 
volved are serving two bosses and this 
is a violation of one of the basic prin- 
ciples of organization. Actually the 
relationship is one in which the spe- 
cialist is furnishing policy and func- 
tional guidance to his counterpart on 
the divisional level. The communica- 
tion of policy and functional guidance 
must be through the head of the divi- 
sion, thence to his delegate. However, 
for expediency this is usually done 
directly with the counterpart of the 
specialist. The only way that these re- 
lationships can be clearly communi- 
cated is by the written word in the 
form of a position guide. 

Since all the delegates of a principal 


are coordinate in the sense that they 
derive responsibility from and owe 
their obligation to a common source, 
all should be shown on one horizontal 
level on the chart. Frequently the lim- 
itations of space prevent this and it is 
conventional in such a case to employ 
more than one level. The top level is 
generally limited to those positions 
whose responsibilities are of a recur- 
ring nature and do not directly add to 
the value of the product nor are they 
directly concerned in the sequence of 
operations which achieve the objectives 
of the enterprise. Examples of these 
would be the persons in charge of fi- 
nance, legal, industrial and public re- 
lations, personnel and other service or 
indirect functions that might exist in 
the organization. 


Another level of responsibility 


The lower levels are limited to those 
positions where responsibilities are 
such that there is a direct contribution 
to the value of the product or an es 
sential step is performed in the se- 
quence of operations which achieve the 


Production 
Manager 


Assistant 
Manager 


Shop Production 
Superintendent P Control 
upervisor 
me po 
i _| 
Foreman Foreman Master 
Machine Shop Assembly Scheduler 
1-1-1 1-1-1 0-1-0 
Lathe Sub-Assembly Material 
Operator Assembler Control Planner 
3-6-4 3-6-4 0-2-0 
cca, 1 es 1 
Milling Machine] Final Production 
Operator Assembler Control Clerk 
- 2-4-2 1-2-2 
—— ; — 
Drill Press ; 
Operator Dispatcher 
2-4-3 1-1-1 
FIGURE 2 


A chart of organizational responsibility, ordered from Principal to 
Delegate (top to bottom) 
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*‘Assistant-to”’ positions are filled by persons of special talents .. . 


objectives of the enterprises. The lat 
ter positions are placed on the lowest 
level because it is these positions which 
generally have further redelegations of 
responsibility to other positions. Ex- 
amples of these positions would be the 
persons in charge of sales, engineering 
and manufacturing. This technique, 
as indicated in Figure No. I, is pri- 
marily of benefit to the organization 
planner in the preparation of charts. 
However, the use of multiple levels 
should be avoided whenever possible 
since this eliminates opportunities for 
misunderstanding regarding the rela- 
tive importance and stature of the 
charted positions within the enterprise. 


Duties of assistants defined 


The question of indicating assistants 
on the organization chart always 
arises. To indicate the method of 
charting we must first differentiate be- 
tween two types of assistant. First we 
have the assistant who, as an example, 
may have the title of Assistant Man- 
ager. This position frequently is indi- 
cated in a separate box beneath the 


manager. Presentation in this manner 
indicates a complete redelegation from 
the manager to the assistant manager 
and a further redelegation to the prin- 
cipal’s delegates. Actually this is net 
the case and because of this charting 
technique a considerable amount oi 
misunderstanding results. The need for 
an assistant manager occurs only when 
the requirements of administration of 
a position exceed the capacity of the 
manager, so that more than one person 
is required to carry out all phases of 
administration that are required of the 
position. The function of the assistant 
manager is to assist only in the admini- 
stration of the function—not to share 
in the accountability for performance. 
Actually it is one responsibility or one 
position that is being shown in the 
same box; thus avoiding the misunder- 
standing as to whom the delegate owes 
an obligation for the performance ot 
his assigned responsibilities. The as- 
sistant manager has an obligation only 
to assist the manager in the execution 
of his responsibilities. However, the 
assistant manager may have delegated 


to him certain phases of administratio; 
of the responsibility which are repet, 
tive in nature. 

Secondly, we have assistants who ar; 
generally entitled “assistants to.” Thee 
positions are such that obligation j 
owed only to the principal involved: 
the nature of the “assistant to” is suc) 
that he has no effect upon any othe 
position within the organization. “A; 
sistant to” positions are frequentl 
designated staff assistant, departmen: 
assistant, adviser, or secretary. Thee 
positions make use of special talents 
skills, or knowledge of the individual 
Men or women in such positions ar 
used to supplement the _ princip: 
through performance of special a 
signments and are to be differentiate! 
from assistants as described above i; 
that they do not assist in the direc 
administration of the position or func 
tion. However, they may act in th 
name of their principal when he s 
directs. The nature of their duties i 
generally not of a repetitive nature. 
These positions may be omitted fron 
the organization chart since they d 
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FOUR ACES © 
that help in any 


Crimp graf 
TRANSPAR 

CRIMPED SIGNALS 

Protected Visible Cards 


| Graffco sionats 


for 


No matter what kind of record 
housing you use, Graffco has the 
right signal for you. All colors, sizes 
and shapes to classify, remind, call 
for action. Let Graffco help you put 
more order and result in the busi- 
ness day. Write for free Graffco 
Product Color Folders. 
GEORGE B. GRAFF CO. 
54 Washburn Avenue 
Cambridge 40. Mass. 


to a desk’ 


speeds efficiency—ups morale 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 
now in decorative green, blue, sand-tone, and 
gray colors 

e sharpen pencils at desk—fast—no 
more sharpener searches 


@ saves much more in time and effici- 
ency than actual cost in brief period 


e a low-cost quality item that helps 
desk workers feel more important 


Send for free comprehensive report on sharp- 


eners, Booklet R. 
BOSTON 


C. HOWARD 
PENCIL SHARPENERS 


HUNT 


PEN CO., Camden 1, N.J. 
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Swifty, thrifty 
numbering 
machine 


Handles most every of- 
fice numbering job 
quickly, inexpensively. 
Automatic — consecu- 
tive, duplicate, repeat; 
6-wheel capacity. 
Sturdy frame, easy ac- 
tion, smooth operation. 
Prefixed letter wheel 
when desired without 
extra cost. 


Nine stock com- 
binations, all at 
one low price! 


—_—— 


WM. A. & CO., Incorporated 
oe 216 Nichols Ave. 
ey Brooklyn 8, NY 


Sales Offices NEW YORK e CHICAGO e SAN FRANCISCO « MONTREAL 


(COLORED SIGNAL CHANNELS ARE) 


POSITIVE REMINDERS . 
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as ou 
NEED THIS BUSINESS SAFEGUARD— 

to follow up “time due” records such as purchase orders, 

collections, insurance, contracts, quotations, production 


schedules, etc. Green signal channel for the months— 
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SMEAD MANUFACTURING CO., INC. 
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can increase your present 


filing capacity by 
almost 200!% 


America’s First and Foremost Shelf Filing System with — 


more more more 

FILING CAPACITY— RECORD PROTEC- FILING PRODUC- 
Visi-Shelf units are TION — Patented, TION — Visi-Shelf’s 
available with from —Jight weight Doors _— exclusive ‘Facile 
7 to 10 Openings available on all Guide Pull” pro- 
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Ceiling if desired !) ate filing; quicker 

reference! 


OVER 4,000 VISI-SHELF 
INSTALLATIONS IN ALL 
PHASES OF AMERICAN 
BUSINESS SINCE ITS 
INTRODUCTION A 

FEW YEARS AGO! 


Write today for free 
catalog and name of 
nearest dealer. 


VISI-SHELF FILE, INC. 225 Broadway, Dept. 2-5, New York 7, N. Y. 


FILING NEEDN'T BE A GAME OF... 


HOUNDS 


Chasing the letter, invoice or other paper you want is neither 
efficient nor profitable—and totally unnecessary if you file by the 
ACCO method. Let your Stationer brief you on Accobind Folders, 
Accopress Binders and the Acco System for keeping papers in 
order and safe. 


“ACCO BOUND PAPERS ARE SAFE PAPERS’ 


ACCO PRODUCTS i 
Division of NATSER Corporation i: 
Ogdensburg e New York 
In Canada: Acco Canadian Co., Ltd., Toronto 
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Often, the size... 


not contribute directly to the accom 
plishment of the objectives of the enter- 
prise: rather they are of personal as- 
sistance to the principal. When these 
positions are shown on the organiza- 
tion chart they should be shown in ; 
box below and to the side of the boa 
representing their principal. This box 
should be connected to the vertical line 
leaving the principal’s box by a hori- 
zontal line emerging from the “as 
sistant to” box. (See Figure No. 1.) 

Titles shown in the position bos 
should be as simple as possible and 
should be the formal title of the in- 
dividual holding the position or th: 
individual responsible for the execu 
tion of the responsibilities represented 
by the box. It is not necessary to indi- 
cate any further information in the 
box since the exact nature of the re- 
sponsibility is set forth in the written 
position guide. The inclusion of the 
title of the department or function as 
well as the title of the person respon- 
sible is to be avoided since the chart 
can only show the relationship between 
individuals. 


Charts should indicate all positions 


The problem of how complete the 
chart should be, that is, how many 
levels of delegation should be shown, 
depends upon the use to which the 
chart is to be put. To be of most use, 
the organization chart should indicate 
every position within the enterprise. 
However, in an enterprise of any size 
the problem of indicating every posi- 
tion on one chart becomes impossible. 
Thus, it may be necessary to have a 
series of charts. When more than one 


) 


chart is required to depict the organ | 


ization, the size of the chart should be 
limited to something that is readily 
handled and the stages or levels of 
delegation on each chart should be 
consistent. Two or three levels of dele- 
gation will usually be required. If too 
many charts are required because of 
too few levels of delegation per chart 
it will be difficult to visualize the 
structure of the organization and the 
value of the charts will be reduced. 
In the lower levels of delegation i 
will be common to have more than one 
individual filling a designated position. 
In this case it is well to indicate the 
number of authorized persons holding 
a particular position or job classifice 
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_.» of an organization dictates use of several, simplified charts 


tion. This can be done by indicating 
the number of authorized persons in 
the lower right hand corner of the box. 
If more than one shift exists the num- 
ber on each shift may be indicated as 
follows: 2-4-3 indicating two people 
on the graveyard shift, four on the 
day shift and three on the swing shift. 
This technique can be very helpful in 
the preparation of labor budgets and 
in depicting pictorially the size of the 
enterprise. (See Figure No. II.) 

If it is not practical to show all po- 
sitions on the organization chart, the 
size of the organization may be com- 
municated by indicating in the box of 
a principal the number of people re- 
porting directly to him. 


Position guide an important tool 


The second and most important tool 
in communicating the structure of the 
organization is the position guide. The 
purpose of the position guide is to de- 
fine in writing the functions, respon- 
sibilities, authorities, and principal re- 
lationships of the persons holding 
management positions within the or- 
ganization. Position guides must not 
be confused with job descriptions. Po- 
sition guides are for those positions of 
management which have responsibility 
for planning, seeing and‘ doing with 
fespect_ to some major function. Job 
descriptions are intended for those 
jobs which are concerned primarily 
with doing. The planning and seeing 
phases of these jobs are only for the 
job itself. The position guide should 
be organized into three distinct sec- 
tions, 

The first section is the function. The 
purpose of this section is to provide 
through a general statement a gen- 
eralized introduction to the subject at 
hand. This section is to be used to 
describe the broadest course of action 
or task pertaining to the position and 
should contain all the major aspects 
and objectives which distinguish this 
Particular position from all others. It 
should cover the primary phases of 
management for which the individual 
is accountable. 

The second section of the position 
guide should cover the responsibilities 
and authorities of the position. This 
section covers the broader, more gen- 
tral elements of the function and de- 
tails the responsibilities for special ac- 
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tivities which must be accomplished to 
fulfill the function. The statement of 
responsibilities should touch briefly on 
all activities which are characteristic 
or outstanding to the position other 
than normal business routine which 
will occupy the bulk of the individual's 
time. 

Since it is an axiom of organization 
that responsibility cannot be delegated 
without the accompanying and com- 
mensurate authority to carry out the re- 


sponsibility, any specific limitations on 
the individual should be contained in 
this section. 

The third section of the position 
guide should cover the principal work- 
ing relationships that the individual is 
to carry out both inside and outside 
the organization. The principal rela 
tionship to be covered in this section 
is the accountability or the obligation 
for performance that the individual 
bears to his principal. Because of the 


There were dragons in the file room 
(Or so it seemed before Airkem) 


Poor ventilation made our file room as 
stuffy as a dragon’s den—and just as for- 
bidding. To get a girl to do a long filing 
job was a major project. When our law- 
yers insisted on having copies of some old 
correspondence, our filing section threat- 
ened to rebel. 

But my secretary, Mary, had the an- 
swer. She borrowed our receptionist’s 
Airkem Osmefan and set it up in the file 
room. In no time at all, the Osmefan 
and Airkem odor counteractant had 
removed the last trace of stale air. 


air is as free of dragon breath as a moun- 
tain top. As a matter of fact, we now have 
Airkem throughout the building. The 
sales floor, dining room and ladies’ lounge 
have a clean, bright smell, and the office 
and conference room air has a new fresh- 
ened effect. There isn’t a trace of dragon’s 
breath, stale smoke or that wet wool smell 
during bad weather. If you have a prob- 
lem keeping your premises smelling fresh 
and clean, why not ask Airkem for help. 


Our file girls delivered the material 
on schedule. 

After that experience, the file room 
got its own Airkem units. Now the 
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Specialists in Odor Control 


AIRKEM, INC. om 
241 East 44th Street, New York 17, N.Y. 


Please send me details on Airkem equip- 
ment for office use. 


Name 
Title 


Company 
Address 


City Zone State 
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How To Gef Things Done 
Better And Faster 


; 


Boardmaster Visual Control 


yy Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 

yy Simple to operate—Type or Write on 
Cards, Snap in Grooves 

yy Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

yy Made of Metal Compact and Attractive. 
Over 250,000 in Use 


Full price $495° with cards 


ee 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St. @ New York 36, N. Y. 


Another NEW Piggy-Back Product... 


Lithofold’s pre-punched and pre-numbered 
piggy-back Electronic Checks are quickly 
typed as part of your original form. They'll 


t time! Works with 
any tab cards of your choice riding piggy- 
back on Lithofold Continuous Forms. Pre- 
pare on your present tabulators, typewrit- 
ers or teletypewriters. 


Consult us on your forms problems— 
no obligation! 


500 BITTNER ST. ST. LOUIS 15, MO 


need for cooperation and coordination 
in management, it is important that 
this section define those‘ relationships 
with other individuals whose functions, 
responsibilities, and authority assist or 
limit the individual in the fulfillment 
of his own. Contacts normal to the 
conduct of the business need not be se* 
forth here unless, because of their spe- 
cial nature, they have an effect upon 
the accomplishment of the responsibil- 
ties of the individual concerned. 


Wide distribution of data advised 


The position guide is to be prepared 
not as a documentation of what is 
being done, but as a definition of what 
is to be done. The position guide 
should be the device whereby a 
principal defines what is expected of 
the delegate. Certainly, in the pre- 
paration of the position guide, consid- 
eration must be given to usage, cor- 
porate practice, tradition and other re- 
quirements which may be peculiar to 
the organization being described. 

It is then through the two devices 
of charts and position guides that the 
complete structure of the organization 
can be communicated to the partici- 
pants. The distribution of this informa- 
tion should be as wide as possible 
throughout the organization. Certainly 
the information should go at least to 
everyone covered by a position guide. 
It is essential that all persons concerned 
have copies of the position guides of 
everyone else in the organization for 
it is through the study of all position 
guides that an individual is able to 
establish in his mind his place within 
the organization and the relationship 
of his position to all others. 


Dr. Pepper— 
(From page 38) 


manager, and the bills-of-lading. The 
latter, which come from the factory 
stapled together, go down to our ship- 
ping department through a tube. Be- 
cause of the position of the carbons, 
no price’ appears on the bills-of-lading, 
and heavy, black overprinting obscures 
the advertising amount. 

We are well satisfied with our new 
system—both the forms and the equip 
ment. We switched to it to handle our 
steadily growing volume of invoices— 
which it has done very efficiently. And, 
it has given us the added benefits of 
reduced clerical costs, even as our vol- 


ume increases. 
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OPNWINDO 


Steel Guides 


Hundreds of uses—expand or adapt your 
present system—create an entirely new 
| system. In I" and 2" widths, colored ot 
clear windows. Packed 25 to box with 
labels in strips for easy typing. Also 
alphabetic labels. Printed to order. 


PROJECTING SIGNALS 
In 44" to 2" widths. Choice 


of 12 plain colors o 
printed alphabetically, by 
states, months, numbers or 


“i to fit special needs. 
“VISE-LIKE GRIP"-Jaws of hard tem- 
pered steel hold fast to pressboard, 
card, bond, even acetate. 


See your office supply dealer 
or write direct 


CHARLES C, SMITH, INC. 


For more than 60 years, a complete line 
of time-saving signals and indexes 


“My Spinnit Paper 
Drill Paid for Itself 
in 4 months,” 

says small printer. 
\ 


| only 
| $129.00 


POWER BENCH DRILL 


Sound, simple machine tool design. Clean 
holes thru 1” of stock. Chip disposal. 
Sharpening chuck. Table, 12” x 18”, fully 
adjustable gauges. Slitting and slotting 


attachment also. f LASSCO 
CORNER 
ROUNDER 
Model 20 
$24.00 
~taetig one cutting unit. 
Four shear-action “plug-in” units 
available: Ye", Vs”, ¥e", V2”. 
Cuts %” of stock. Heavy-duty 
Floor Model also available. 
For complete details write: 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y- 
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Automation— 


(From page 43) 


plishments. Actually, they cover only 
a single phase or portion of total con- 
trol procedures. Until now there has 
not been an installation of automatic 
procedures that cover all business 
phases, at a lower cost than simple 
business machines or manual systems. 

“As a consequence, the needle trades 
industry, in its control procedures 
varies from crude manual to quite 
costly electronic computer systems.” 

Referring to the Royal-McBee-Friden 
computing system as “an all-encom- 
passing system which effectively han- 
dles the bulk of office procedures at 
costs lower than comparative manual 
installations,” Mr. Rafsky went on to 
say, “The obvious area of approach is 
in the new field of digital computers. 
A digital computer is electronically run 
and has ability to perform diverse 
mathematical functions at tremendous 
speed, while retaining the ability to re- 
member specific information. The first 
attempts to use these machines were 
not wholly satisfactory. The weakness 
stemmed from the introduction of high 
speed computers without a memory 
capacity. Without the memory capacity 
the high-speed computer still relied on 
key punches, sorters and tabulators.” 

“About a year ago,” he continued, 
“S.J. Capelin Associates, in conjunction 
with Royal McBee, began development 
work on the use of a small computer, 
with memory capacity, for all phases 
of production and administrative func- 
tioning. 

“The Royal Precision LGP-30 Com- 
puter, in conjunction with the Friden 
Computyper, Flexowriter and other op- 
tional I. D. P. equipment, presented 
what we consider to be an ideal nom- 
inal cost system to handle both the 
production and administrative require- 
ments of a needle-work company. To- 
gether they encompass a system which 
we are confident is the best developed 
to date for our industry.” 

The Royal McBee LGP-30 rents for 
approximately $13,200 annually. Rental 
of the Friden equipment would bring 
the yearly cost of the entire system to 
approximately $18,000, a sum, Mr. 
Rafsky declared, that was easily re- 
covered in dollar savings. A unique 
feature of the system, it was pointed 
out, is that it can be operated without 
speciallytrained personnel. Through 
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use of these machines and system of , 


computation, the following material 
will be produced: Order editing; bill- 
ing; accounts receivable; payroll; order 


analysis; balance cut and sell; material | 
and findings requirements and inven- | 


tory; plant production control and in- 
process inventory; customer orders; spe- 
cial sales analysis; accounts receivable 
aging; and perpetual finished goods 
inventory. 

Mr. Rafsky concluded his address, 
stating that, “These are the vital pro- 


cesses for the efficient operation of a | 
manufacturing organization. This sys- | 
tem accomplishes these processes rap- 
idly, accurately and at a minimum 


cost. Every modern, well controlled 


business should move toward its early | 


adoption and use.” 


EDP system for drivers’ licenses 


A new system for computing indi- | 


vidual identification numbers for driv- 
ers’ licenses was instituted, for the first 
time in this country, in the state of 
Illinois on March 4, 1958. A grand 
opening marked the starting date for 
use of the electronic data processing 
system, developed by International 
Business Machines Corp., which will 
handle the identification numbers for 


| | Why Not Be Practical About 
—‘7Your Engineering Drawings? 


Aperture Cards 


An engineer we know recently said: 

“You fellows at Filmsort always 
talk about how to save time and 
money for the big guy. What about 
me with my hundred thousand trac- 
ings? Can | use this microfilm and 
file card you call an Aperture?” 


The answer is you don't have to 
be big to use Filmsort— just practical. 

Why not ask us to send our new 
booklet, "The Filmsort Aperture Card 
for Your Engineering Drawings and 
Allied Records”. 


The Filmsort Company 
Pearl River, N.Y. 
A DIVISION OF MIEHLE-GOSS-DEXTER, INC. 


Filmsort 


_ SPACEFINDERS PAY FOR THEMSELVES © 


SAVE TIME 


Clerks file faster with Space- 
finders, save initial cost yearly. 
These proven savings result 
from unmatched visibility and 
accessibility. 


SAVE SPACE 


Each Spacefinder gives you 204 
visible, accessible, filing inches 
—holds a stack of papers 17 
feet high! 


SAVE MONEY 


Handsome Spacefinders cost 
less because fewer units do the 
job. You save rent, filing more 
in less space. 


DOA BETTER JOB 


Because Spacefinders provide 
the speed, convenience and 
economy of shelf files with 
dust, dirt, fire protection of 
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drawer files. TAB PRODUCTS CO. S 
a - 995 Market St., San Francisco 3 . 
a. \ At no obligation, please send Spacefinder brochure gg 
a 
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wantedness 


of a publication is especially important 
in the BIG OFFICE MARKET because 
management executives concerned with 
office administration are hidden behind 
81 different titles! 


wantedness 


has enabled OFFICE MANAGEMENT 
to “select” the concentrated audience of 
executives, regardless of title, who con- 
trol this market—with a vital editorial 
service they WANT enough to PAY for. 


wantedness 


is your ONLY assurance of reaching the 
interested buyers of your product in the 
BIG OFFICE MARKET. Because 
OFFICE MANAGEMENT enjoys 
greatest “wantedness” in this field, it has 
achieved the... 


LARGEST 
PAID 


CIRCULATION. 
BY FAR...IN THE 


OFFICE FIELD 


toes BD 22,164 
is56 P 24,204 


and now 


NET PAID 


(DEC. 1957 ABC STATEMENT) 
— representing substantial circulation 
bonus for the first six months of 1958. 


Lata 


omce Office 
mie | Me He Management 
oe is geared to 
the needs 


of management 
executives con- 
cerned with 
office adminis- 
tration. 


Management 
The Magazine for Management Executives 
Geyer-McAllister Publications 
212 Fifth Avenue, New York 10. N.Y. 


all licensed automobile drivers in IIli- 
nois, a total of 4,700,000. 

This new area for magnetic tape 
systems, computed electronically from 
the individual’s full name, date of 
birth and sex, was made necessary by 
the Illinois Drivers License Act of 1953. 
Manual methods were inadequate to 
meet the records keeping requirements 
of the law. 

Possibilities opened by the combina- 
tion of the computed individual’s iden- 
tification number and EDP systems 
are great in all areas where informa- 
tion on large numbers of individuals 
must be accumulated. With the same 
number computed for drivers licenses 
and tax refunds, for example, a state 
can print out the name, address, age, 
etc., of each licensed automobile driver 
who did not file a tax return, at prac- 
tically no cost other than machine time. 

The state of Illinois has been keep- 
ing this new technique for controlling 
masses of information under wraps be- 
cause, up to this point, everything has 
been in preparation. 

During the past year over 15,000 
documents per day have been machine- 
coded and processed into the new sys- 
tem. Thirteen separate filing systems 
from the old procedure have been in- 
tegrated into the one new master code 


number file. 
Victor releases sales analysis system 


An electronic-mechanical sales _reg- 
ister and analysis system, designed to 
tie in directly with control functions 
of the accounting department, has been 
announced by the Victor Adding Ma- 
chine Co. The new system registers 
sales transactions at various points, and 
a by-product punched tape is later sent 
to a central accounting department, 
where complete analysis of cash and 
charge sales, or of any other required 
transaction, is performed. 

A Victor Duo-Matic cash register 
combined with a paper tape punch 
constitutes the registering unit. The 
analyzing unit consists of a series of 
Victor Digit-Matics —_ tape-activated 
automatic figuring machines — oper- 
ated from a punched tape reader-trans- 
lator unit. This analyzer can be cen- 
trally loacted and is used for analysis 
of the sales of all company cash regis- 
ters in as many as 99 data categories. 

Once the code system has been set 
up, the cash register is operated in the 
normal manner. All transactions re- 
corded during the day are punched 
simultaneously in common language 
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on the tape, which may be located up will « 
der the counter or at some other cop. yoni 
venient place. depart 
At close of the day’s business, the top ef 
manager clears the cash register by} «ori 
taking a grand total; then he tears of depar 
the punched tape and transmits ittof pom 
the central accounting department. AP gence 
Teletype hook-up between the stor} pat 
and home office, Victor suggests, can gener 
transfer the recorded data to the cen} he 
tral location where analysis takes place} a gect 
The new sales control system, the lease 
firm continues, is especially suited wf ion 
chains with a number of stores in one thing 
city, to companies with branch stores 
in other cities, and stores with multipk Cost 
cash register stations. Co 
they 
or Wi 
Audits— costs 
(From page 31) tang 
“= ‘ comp 
bilities not immediately apparent on stren 
the organization chart which serve to) jecay 
explain its high costs. Or it may show} jay 
that the department is spending a lo} 444 
of its time doing work that properly} ove, 
belongs in another department back] after 
down the processing line, a department? 5g 
whose own costs seem relatively low} out , 
But in either case, the investigation} jy. 
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AUTOMATIC IN-FILING 
AND OUT-FILING 


USE PUNCH CARDS| 
FOR ADDRESS-MASTERS | 


e Cut Costs in HALF! 
e DOUBLE flexibility! ) 
| 


All 
Scriptomatic uses CARD masters (IBM, | are in; 
Remington-Rand, Samas, or ledger ot | ™oney- 


index) to address directly to tape Rigi 
wrappers, envelopes, booklets, on 0! | Constru 
machine. There’s no limit to the verse | ‘archi 
tility of punched card Seriptomati All 


masters for automatic in-filing, extrac an 
tion and electronic sensing, for mat¢l- ak 
ing, sorting, etc. ; o 
Write for File “Scriptomatic Methods pon 
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will either exonerate the department 
concerned, furnish a clue to another 
department that is not operating at 
top efficiency, or, in mest cases, reveal 
ineficiency and waste in the primary 
department. 
from an organized look at the evi- 
dence, and then a close analysis otf 
what lies behind the evidence. It 
generally will reveal what is causing 
the symptom of high costs in the one 
affected department. And once we 
know the cause of an unhealthy symp- 
tom, it is usually possible to do some- 
thing about curing it. 


The investigation stems 


Costs, personnel strengths checked 


Costs are investigated first because 
they are a prime signal of inefficiency 
or waste, and also because cutting high 
costs represents the most immediate 
tangible benefit that can be given the 
company under audit. Personnel 
strengths should be investigated next, 
because after costs, they furnish the 
next best clues to trouble or inefficiency 
and represent a cost picture in them- 
selves. Perhaps cost in department 
after department seems too high, but 
no one department seems completely 
out of line with any other. The an- 
alyst by going on to department per- 


GOT HIGH-PRICED HELP 5 
e LOOKING FOR RECORDS ¢ 


LOW-COST “CONVOY” f 
e STORAGE FILESe 


All your semi-active or inactive records 
are instantly available. What a time and 
money-saver today! 

Rigidized permanent Drawer and Shell 

Construction eliminates shelving and costly 
searching (the biggest item). 
F All this at half the cost of steel because 
CONVOYS” are heavy duty 
corrugated board processed to 
remarkable strength. 


Sizese letter, legal, check, 
eposit slip, tab card ... 
10 others, 


There’s a dealer 
near you — or write 


CONVOY, Inc. 


P.O. Station B, Box 216-0 
Canton 6, Ohio 
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sonnel strength may immediately find 
the answer to the first riddle. Perhaps 
in terms of its total output and profits 
the company is simply overstaffed all 
down the line. 


But no one can say whether the 


overstaffed, 
gauging the company’s 


company Is except by 


position in 


terms of its own industry. Is it a rap- | 


idly expanding concern, so that, even 
if present income-cost ratios seem un- 
prospects are that there 
will be rapid improvement within the 
next few months? In such a case, what 


wholesome, 


may look at first like overstafing may | 


not be the case at all, or may be true | 


in one department, completely untrue 


in another. Sales for instance may 


have what seems to be entirely too | 
many personnel in terms of the com- | 


pany’s present income, and so may re- 
But if the 
company’s growth picture has been 
consistently good, it suggests an efhi- 
cient sales staff, and a first class prod- 
uct. Cutting either sales or research 
under these circumstances may well be 
the worst possible move. On the other 
hand, central accounting may seem to 
have too many employees for the real 
work load, and may prove to be in 
exactly that situation. 


search and development. 


Long term goals examined 


By the same token, the company’s 
long term objectives must be taken 
into account before any minute inves- 
tigation is made of any one area that 
looks as though it might be the trouble 
spot. Let’s say the company is not ex- 
panding rapidly, at the moment, but 
does plan to launch two new products 
within the year. Obviously planning, 
sales, market research, may all seem 
to have too many personnel at present, 
but the must be evaluated 
against the new products being pro- 
posed. Order processing and_ billing 
may also seem to have too many peo- 
ple, and occupy too much space; it 
could be in this instance that they are 
overstaffed, but that it would be un- 
Wise to reassign the space, since after 
the introduction of the new products 
both departments might have to ex- 
pand. 


numbers 


In other words, all the four signifi- 
cant factors must be taken into ac- 
count, and reviewed before beginning 
the painstaking analysis of the areas 
that still seem to be out of line after 
such an overall look. The review elim- 
inates some of the departments which, 
judged from the perspective of present 
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Once weak spots have been discovered, remedies can be effected... 


costs or personnel load alone, would 
seem to be out of line, spotlights others 
which still seem too expensive, even 
when all significant factors have been 
taken into account. 

The latter are the immediate areas 
the analyst looks into first; his point 
of departure as it were. Sometimes it 
will be found that the particular areas 
investigated are well-run and organ- 
ized on an efficient system, but are 
carrying an exorbitant work load be- 
cause of the fault of some other. de- 
partment. The intensive analysis, once 
the problem areas have been identified 
will reveal where the real trouble lies, 


NEVER BEFORE SO SAFE, SO 
SURE A WAY T0 KEEP 


CONFIDENTIAL PAPERS — 
« 


OUR PAPERS 
Pi GO IN HERE 


Keep your confidential papers and records 
from the prying eyes of unauthorized per- 
sons by quick, easy destruction right in 
your own office with the SHREDMASTER 
Bantam 10. Anyone can operate. Handsome, 
modern design and clean, noise free opera- 
tion suitable to any office. Yours at a new 
low price. 


FREE: Illustrated descriptive folder giv- 
ing details of 10 Day Free Trial. Just write 
today to Room 1433, 

75 Varick Street, New York 13, N. Y., 

and ask for Circular 33. 


™= SHREDMASTER 


CORPORATION 
A Division of Self Winding Clock Company, Inc. 
Manufacturers also of the Clipper 14, only heavier duty 


shredding machine suitable for office use. 
Sales and Service in principal cities in U.S. and Canada. 
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since almost invariably a department 
which seems to be in trouble will 
either actually be so, or will furnish 
a clue to a closely associated depart 
ment which is being poorly run, or 
which is tangled by antiquated proce- 
dures. 


Investigation of departments 


For instance, the first overall look at 
costs and personnel may seem to indi- 
cate that there are an inordinate num 
ber of clerks in Department A. At 
first glance, it would certainly seem 
that something must be wrong with 
procedures or personnel in that de- 
partment. Investigation would ve 
called for. But the very first stages o! 
the investigation may prove that De- 
partment A is completely efficient and 
well-run, but that handling complaints 
is one of its responsibilities and there 
are an inordinate number of com. 
plaints. Yet that isn’t department A’s 
fault; it is obviously the responsibility 
of some other department. If the com 
plaints are about the quality of the 
goods shipped, then obviously produc- 
tion should be investigated. If the 
complaints are about incorrect billing, 
or incorrect quantities of goods shipped, 
then billing or order processing should 
be looked into. 

But in any event, even though the 
first department to be investigated 
thoroughly may be exonerated, the faci 
that the department whose costs 
seemed out of line was looked into at 
all leads very quickly to the real cause 
of the trouble. 

And once the weak spot has been 
discovered, specific remedies can be 
devised and applied. Perhaps it is sim- 
ply a matter of poor procedures; per- 
haps of sloppy clerical work; perhaps 
of insufficient clerical workers, and 
poor quality control. All of these can 
be remedied, and remedied in fairly 
easy fashion, once they have beer 
brought to light. The remedies can be 
applied ‘either by the outside “systems 
auditor” or by management itself. The 
important role of the auditor is to find 
out what is wrong in the first place. 


Hard-to-find flaws 


Many companies might decry this 
idea, convinced that if there were any- 
thing vitally wrong with their proce- 
dures, they would be the first to know 


Use Readers’ Inquiry Coupon on Page 88 


about it. Granted, the example cite) 
above is a very simple one; most com. 
panies could and would do somethin; 
about a very large number of com 
plaints. But suppose the cost leak 
were more subtle—as they usually ar. 
Suppose a series of outdated procedure 
in one department affected not jus 
one other department in an obviow 
way, but a whole series of department 
Costs might not be completely out ¢ 
line in any one area, but the overal 
effect would still be unnecessarily high 
operating expenses. Here the averag 
management, concerned with a thou 
sand other day-to-day problems, woul 
be very severely handicapped in tra: 
ing down the trouble. However, th: 
systems analyst, not knowing wh 
costs were high all along the line, ani 
not finding any one area where Pd 
were sharply at variance with am 
other, would investigate the most like 
ly department. By the same process 0: 
deduction, finding what that depar 
ment does that seems cumbersome o: 
unnecessary, he can track the flv 
down the paperwork trail until } 
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BINDER 

FOR 
"OFFICE MANAGEMENT" | 


Protect you 
copies of 
FICE MAN: 
AGEMENT! 
with these mo¢ 
ern Vulcan Bis: | 
ders! Each bio 
der holds si! 
monthly issue’ 
and the annul | 
Y EARBOOK } 
issue of OFFIC! | 
MAN AGE:! 
MENT. Binder 
are made 0! 
h eavy-weigh! 
board and are covered with dark blue | 
drill quality, imitation leather stampe 
in gold foil as illustrated. Backboo'| 
panel gives space for labeling al 
and year. Individual wires hold each iss 
securely, make insertion easy. 


Single Binders $3.00 Postpaid 
Two (2) Binders $5.50 Postpaid 


Enclose check with order 


OFFICE MANAGEMENT 


The Magazine for Management Executive! 
212 Fifth Avenue, New York 10, N. !: 
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the role of the systems audit: to check efficiency, economy, dependability . . . 


finds the origin of the trouble, and 
corrects it. 

And any company today that finds 
its income is falling without any de- 
crease at all in costs should realize that 
there is room for reduction of ex- 
penses. As work load falls, costs should 
fall, too. Perhaps they will not fall in 
direct ratio to falling income unless 
yery extensive revisions are made 
throughout the company. But there 
should be some reduction in costs. It 
there isn’t, a good, hard look at com- 
pany procedures and policies is indi- 
cated. 

This type of systems audit is no 
substitute for complete systems revi- 
sion and design when that is called for. 
If a company’s procedures are so cum- 
bersome and outdated that area after 
area has to be repaired, that company 
will be well advised to contract for 
complete systems revision. A new sys- 
tem will work better than the old 
system in which a hundred patchwork 
compromises have had to be made, and 
will save the company money in the 
long run. But if the old system is as a 


For Men At The 
Approval Level 


The base of an office chair carries the 
load and takes the hard knocks. Peo- 
ple kick it, scrape it, bump it and 
grind sand into it with their feet. No 
wonder the ordinary base looks shabby 
even in a few weeks. 

You could save money if you could 
buy office chairs with bases that would 


never need refinishing and never wear 
out. 


Sturgis office chairs with fiber glass 

ses cost no more than most ordinary 
chairs. The Sturgis fiber glass base is 
unbelievably strong and tough. It will 
never need to be refinished because 
there is no finish to scuff off. In short, 
it will never wear out. When it gets 
dirty wipe it off with a damp cloth 
and it will look like new. 


Write for a folder showing 33 models 
of Sturgis chairs, 15 with fiber glass 
bases. Hundreds of smart, modern 
color combinations are available. 


The Sturgis Posture Chair Company, 
Sturgis, Michigan. General Sales 


Offices, 154 E. Erie Street, Chicago 
11, Illinois. 


—_— 
(Advertisement) 
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whole fairly efficient, with only a few 
bad areas, the system audit can locate 
these areas and repair them. 


Audit points up strong, weak spots 


Moreover, the systems audit repre- 
sents a healthy check on a company 
even if management has no good rea- 
son to suspect there is anything vitally 
wrong. Perhaps there isn’t; perhaps 
the company is really in good shape, 
operating according to a moderately or 
even highly successful system pattern. 
Perhaps it is as completely responsive 
to changing conditions as it can be. 
The systems audit will show this 
healthy picture just as it will show the 
inadequacies in a system that is still 
basically healthy, but which has de- 
veloped certain weak spots. 

But the only way management, in 
a small or medium sized company 
without a systems and procedure staff 
of its own, can be sure of which posi- 
tion it occupies, is through such an 
audit. If the report is healthy all the 
way through, management can _ plan 
with confidence for the future, can de- 
vote itself to its true role, that of ex 
panding the company, of insuring the 
company’s continued success and pros- 
perity, of taking the company, its per- 
sonnel, and its stockholders to the goals 
management has If the report 
shows bad spots, management knows 
what has to be corrected before the 
company can achieve its goals with the 
greatest efficiency and economy. If the 
report shows a generally very poor pic- 
ture throughout — the 
management knows that a new system 
altogether is needed if the company is 
to achieve the desired goals. 


set. 


organization, 


Efficiency check-ups provided 


And so we return to the automobile 
analogy. Your company’s goals, ten 
years in the future, could be likened 
to San Francisco as the destination of 
a New York driver. The wise driver, 
about to set out on a coast-to-coast trip, 
would have his car checked first, to 
make sure that it would make the trip 
successfully. He would make any nec- 
essary repairs, or, if the report showed 
that the car was a very dubious pros- 
pect for a trip across the nation, either 
abandon the journey, or get a new car. 

And that is the only point where 
the analogy loses its usefulness. For 
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management today doesn’t — have 
“abandoning the trip” as a choice. It 
must always make that cross-country 
trip, must always plan for the com- 
pany’s future. It has no choice on that 
score, and so it has an absolute respon- 
sibility to insure that the vehicle—the 4°* 
company—which is to achieve those ies 
future goals, is substantial, is efficient, :: 
and can function according to plan, 
without developing serious troubles of 
breakdown along the way. 

That is the role of the systems audit 
—the check-up on the efficiency, the 
economy, and the dependability of each 
part of the machine that is the modern 
company. 


I’d just as soon 
give up my 
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a | | 
\ GRASERSTIK, 7 oe 
i “Every girl who uses an 
A.W.FABER  ERASERSTIK 
knows what I’m talking 
about. It’s just impossi- 
ble to do a clean letter 
without an ERASERSTIK. 
Mistakes happen—but 
they’re no problem if 


you whisk *em away with 
your ERASERSTIK.” 


lipstick as my 


A.W.FABER 


Girls, become a better 
Secretary by cultivating {ag 
the ERAsERSTIK habit. i 
With this pencil-shaped, 
white-polished beauty 
you erase without a 
trace, turn out beautiful 
letters. Pick up a few , 
from your stationer. om 


0.S.A.7066 


R ORIGINALS 


Which point 

do you prefer? Bx, 
MEDIUM or AVERAGE és 
THIN or BLUNT 
ERASERSTIK gives é at 
you your choice 


With brush 20¢ 
Without brush 10¢ an 
7099 ad 7099B gray all- 
utility ERASERSTIK for pencil, 
ink or typewriting. 
7066 and 7066B for those 
who prefer a soft, red type- 
writer eraser. 
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AW. Faser GRASERSTIK 


‘see. 


A.W.Faber-Castell Pencil Co. Newark 3, N. J. ep 
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NOW! 


Inexpensive 
Typewriter 
Composition That 
Looks Like 
Expensive Typeset 
Printed Matter 


Your copy’? CAN Look Like This 


Now ~ your typewriter is more useful 
than ever. Anything that is now set 
up in type can be well reproduced with 
typewriter cormposition, and JUSTIFIED 
so that regular type-set printing is 
simulated. Regardless of the process 


of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or 
« simple offset, mimeographed, or 
hektographed bulletin, the Marginator 
now offers you composition at greater 
eavings than ever before possible. The 
wate two columns shown are IDENTICAL 
, ; line for line. Compare them and see 

4 how perfectly the MARGINATOR evens 
up the right-hand margin. 


TYPING that looks 


like PRINTING— 


at a fraction of the cost! 


«sna oh anaaaonseltoaitiuit oc a 


Your “copy’’ Now Looks Like This 


Now - your typewriter is more useful 
than ever. Anything that is now set 

up in type can be well reproduced with 
typewriter composition, and JUSTIFIED 
so that regular type-set printing is 
simulated. Regardless of the process 
of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or 
simple offset, mimeographed, or 
hektographed bulletin, the Marginato 
now offers you composition at greater 
savings than ever before possible. The 
two columns shown are IDENTICAL 
line for line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin. 


Write for Free Illustrated Folder 


MARGINATOR COMPANY 
‘ 1121 West Magnolia Ave. 


Burbank, California 


Take a time study on the typist 
who has a lot of centering to 
do. You will find that count- 
ing, dividing, backspacing 
takes from ten to twenty min- 
utes each hour. You can save 
this time with a Stenographic 
Centering Scale. With this 
patented scale, your typist just 
measures the line and starts 
typing at the number indicated 
on the scale for pica, elite 
or variable spaced typefaces. 
Copy is centered exactly in 
seconds! 


you can SAVE 
10 minutes 


every hour! 


Send $1.00 for a sample of the time- 


and-money-saving Stenographic Cen- 
tering Seale. You will want one for 
every typist in your office—and quan- 
tity discounts are offered. 
Write today to. . 


Stenographic Centering Scales 


Dept. OM 
1511 N. Algona, Dubuque, Iowa 


4 for INCOME TAX Returns 
Be safe: Use BEACH'S new 
monthly Summary forms for 

ei CONDENSED expense report 


—file with return, and retain 
as many copies as desired. 


Also, use BEACH BOOKS— 
best and easiest way to keep 
DETAILED daily records, by 
entering items as incurred. 


At your stationers; or write 
BEACH PUBLISHING CO. 


19829 W. McNichols Rd. 
Detroit 19, Mich. 


CATALOGS Sil 
BOOKLETS, BROCHURES ee 
FOR THE OFFICE ||! HE 


Steel Partitions 

Yawman and Erbe Mfg. Co., 1099 Jay St., Rochester } 
N. Y. Color brochure (No. 4041) covering complete line of 
“Y and E” steel partitions, with accompanying specifica 
tions, component parts and step-by-step assembly informa. 
tion. 


(1) 


Heating, Ventilating Units 
American Blower, Div. of 
American Standard, Detroit 3, 
Mich. New 48-page. illustrated 
two-color catalog (Bulletin 8927) 
covering redesigned line of 
American Blower heating and 
ventilating units, with tables and 
actin installation-type drawings. (2) 


Collating Machine 
Thomas Collators, Inc., 50 Church St., New York 7. Six- 
page brochure illustrating advantages and features of the 


(3) 


new redesigned Thomas Collator. 


FI GUIDES 
FOLDERS ang 
FILING SUPPLIES 


Filing Supplies 

C. L. Barkley & Co., 1220 W. 
Van Buren St., Chicago 7. New 
36-page folder listing company’s 
filing supplies, with specifications 
and price ranges. (4) 


Office Copy Machines 

Peerless Photo Products, Inc., Shoreham, L. 1, N. Y. 
Comparison chart providing check-list of performance fex 
tures of various office photocopy machines. 5) 


Bookkeeping Equipment 
National Blank Book Co, 
Holyoke, Mass. Four-page folder 
(No. 311) describing company’s 
line of  “Rite-Hite” posting 
stands, adaptors and trays, and 
indexes and forms. (6) 


Shipping, Office Room Equipment 

Seal-O-Matic Dispenser Corp., 169 Murray St., Newark, 
N. J. Catalogs displaying full line of gummed tape sealing 
machines, label master moisteners, carton openers, and 
other shipping and office room equipment. 


For further information, use Reader Inquiry Card of 
page 88. 
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CLASSIFIED ADVERTISING 


Rates are 20c a word. Minimum charge $4.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


for Sale or to Buy 


FOR SALE—30 KARDEX Cabinets, 5 x 8, 20 drawer, re- 
cently reconditioned, together wi.h Kardex Five-Cabinet Ta- 
bles. Richards & Conover Hardware Co., Box 889, Kansas 
City 41, Missouri. 

OFFICE EQUIPMENT. SOUTHWESTERN CANADA. Es- 
tablished “47. Primary source of income, sales and service of 
retail and wholesale office equipment and furniture. Located 
in beautiful natural playland. Ask $260,700. Net “57 (6 
months) $27,264. Equipment and buildings in good condition. 
Write. B-24563, Business Mart of America, 5723 Melrose 
Ave.. Los Angeles 38, Calif. 


SALE: FACTORY DEMONSTRATOR ELECTRIC 2-in-1 
Folding and Letter Opener Machine, fully guaranieed regular 
$432.50, yours for $198.50. Lansdale Prod., Box 568, Lans- 
dale, Pa. 

FOR SALE: SELECTOR DIAL Auto-Typist, attached Rem- 
ington Standard Noiseless, Perforator, Supplies. In use 2 
years. Parts warranty. If new, cost $1,913.85 plus attaching 
typewriter. Sale price $1175 with typewriter; without $1125. 


placed by Tabulatng System. Good Conditon. 9 I.B.M. Stencil 
Writers; 11 Moisteners; Punch Machine; Inking Machine; 2 
Addressing Machines; 2 Tape Machines; 66 100-drawer Cabi- 
nets. Write: Geo. J. Woodin, P. O. Box 2187, Tulsa 2, Okla. 
FOR SALE: DICTOGRAPH INTERCOMMUNICATION 
System. Twenty line system complete with Executive Master 
Station. Excellent conditon. Bargain price. For full informa- 
tion write O.M. 289. 

FOR SALE: ONE BURROUGHS, Model M-803, Bookkeeping 
Machine, Serial No. B-240087, purchased new in 1952, used 
an average 4 hours daily till July 1, 1957 and in dead storage 
since then. What will you offer: Contact: Hercules Powder 


_ Company, Office Manager, Harbor Beach, Mich. 


VARITYPER FONT SALE $10 each. Get list! Free Trial! 
(Worth $30.50 each new). Adamm Co., 656 Broadway, N. Y. 
12, N. Y. TAlmadge 8-8659. 

CARTOONS FOR HOUSE MAGAZINES by America’s fa- 
vorite artists. For samples, prices, send publication name and 
circulation. Cartoons-of-the-Month, Roslyn 5, New York. 
WANTED ALL TYPE OFFICE Machines, Filing Equipment, 
Office Furniture, Kardex, Acme Post Index. Will exceed a 
manufacturers’ trade-in allowance. Write. Wire. National 
Office Equipment Co., 429 Broome St., New York, N. Y. 


Business Opportunities 
ARE YOU INTERESTED in $10,000.00 a year salaried, ex- 


ecutive position? If you are qualified, write for information. 
Expert Publications, 1601 9th St., S.E.. Roanoke, Virginia. 


tLECTRONICS, LEARN HOW to program Business prob- 
ems such as Payroll, Accounts Receivable and Inventory 
Control for electronic computers. Send for Free information 
describing our Home Study Course “Programming for Business 
Computers”. Business Electronics Inc., Educational Section, 
420 Market Street, San Francisco 11, California. 


3 


AS am PROOFS Ey 
Arocn BUSINESS CARDS ggrcar 
psoo $11 ¢ 1000 $15 FT INCEN 
BUSINESS ANNOUNCEMENTS 500 GNLY $28" 
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Belongs On 
Every Desk! 
ORIGINAL DUX 


Precision Pencil Sharpener 


A DUX on every desk saves time, 
saves confusion, saves money. Cuts 
down trips to sharpener. Always 
a sharp point with a twist of the 
wrist. Spillproof container, Choice 
of 3 colors. Wide variety desk, 
pocket models, also new lead 
pointer for mechanical pencils. 
See your stationer or write 


FRED BAUMGARTEN, Exclusive Imports 
1000 Virginia Avenue, N.E. Atlanta 6, Georgia 


FINE POINT 
GIANT INK SUPPLY 


Unconditionally Guaranteed « Nationally Advertised 


BRILLIANT 
N Long 7” perfectly bal- 


anced writing instrument 
COLORS : designed for auditors, 
| Color of Pen is accountants, bookkeepers 4S: 
| Color of Ink and others who need a 
| BLUE + BLACK + GREEN fine ball point pen for F.T.1. °&% 


extreme legibility. 


RED - BROWN + LAVENDER Fair Traded 
TURQUOISE - YELLOW-GOL Méniietlared by 


LINDY PEN CO.,1NC., Culver City, Colif., U.S.A 


Chlhas NERT-A-SORT 
and ACCURACY 


Finest sorter on the market — 
sure to increase sorting effici- 
ency and production regardless 
of present sorting methods. 
Compact, sturdy and flexible 
for profitable use in any busi- 
ness. Made ina variety of sizes, 
alphabetical, numerical or any 
indexing to suit your needs, 


Write today for complete details. 


THE Kthlhaas COMPANY 


8012 S. Chicago Ave. @ Chicago 17, tN. 


HIS? © REDUCE YOUR OFFICE 


MAIL CHORES! 


A Complete Line of 
ATTRACTIVE 
DELUXE ALL 
LEATHER OR 
CANVAS & 
. LEATHER MAIL 
BAGS. 

m= 
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34 E. McWILLIAMS STREET FOND DU LAC, WIS. 


2 


vaiaanie 5 


se 


ex 


‘ecg eye 


. heres : ie a a ee 1 ais pe E ° ae les. z 
i a eee 
ee “4 = 

insane a aa oH YY yy, ASE ee a 
ee | Y y Yip ee. 

3, i Ij . eee. 
€ of Sl oS 
fica- * a3 
iy "A yy == 

, We 
of | cannes sss SP is 

3 a renee ae s ae 
ate ee os os meeps 

Original = eae 
)27) lance L ad ee a 
of Ba our book | fy y ia sacs 

“ BO <2 Audliors 
(2) MMS Corp., 2217 N. Summit, Milwaukee, Wis. as SN Ny BALL POINT PEN his 

ELLIOTT ADDRESSING MACHINE EQUIPMENT. Re- | Re ie Be #F-460 oc: 
| A, oe 
s)\) = : 

Six- 
the é ste 
(3) , a 
) : | - Le oh. 
3 J . 
7 | = > 
4) | ae 
a | ce 
—— | then 

le | By 
b | for § ee 

ig stenst tons a "3 = 
a NS i tee a) 
a >» & . 

ies | 4 P 1 

(5) % a 
" cS ee 

Co, ? i san eae CRESTS EIST 
older fe ree PP I Seen MAI L BAGS 3 
any’ GENUINE ENGRAVED) | Grand eg | 

) is. 2 eee - 
' ee e em cau 
adh ENTS, AN] Z 5 ail Ey. \ a 
aling a © | 3 
Pras OEWBERRY ENGRAVING CO. Bi Gey Bee Pe ROL Loe 7 
m.°07 SO. 20th ST., BIRMINGHAM 5,ALABAMA es : fa 
JENT MAY 1958 Use Readers’ Inquiry Coupon on Page 88 87 ae 
be s 


NOW 


at a fraction 


TYPING that looks 


like PRINTING— 


of the cost! 


Inexpensive 
Typewriter 
Composition That 
Looks Like 
Expensive Typeset 
Printed Matter 


Your "‘copy’’ CAN Look Like This 


Now - your typewriter is more useful 
than ever. Anything that is now set 
up in type can be well reproduced with 
typewriter composition, and JUSTIFIED 
so that regular type-set printing is 
sirmulated. Regardless of the process 
of reproduction -- whether for a daily 

paper, an elab h or 


« simple offset, mimeographed, or 
hektographed bulletin, the Marginator 
now offers you composition at greater 
eavings than ever before possible. The 
two columns shown are IDENTICAL 
line for line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin. 
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Your “‘copy’’ Now Looks Like This 


Now - your typewriter is more useful 
than ever. Anything that is now set 

up in type can be well reproduced with 
typewriter composition, and JUSTIFIED. 
so that regular type-set printing is 
simulated. Regardless of the process 
of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or 
® simple offset, mimeographed, or 
hektographed bulletin, the Marginator 
now offers you composition at greater 
savings than ever before possible. The 
two columns shown are IDENTICAL 
line for line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin. 


Write for Free Illustrated Folder 


MARGINATOR COMPANY 


1121 West Magnolia Ave. 


Burbank, California 


you can SAVE 
10 minutes every hour! 


Take a time study on the typist 
who has a lot of centering to 
do. You will find that count- 
ing, dividing, backspacing 
takes from ten to twenty min- 
utes each hour. You can save 
this time with a Stenographic 
Centering Scale. With this 
patented scale, your typist just 
measures the line and starts 
typing at the number indicated 
on the scale for pica, elite 
or variable spaced typefaces. 
Copy is centered exactly in 
seconds! 


Send $1.00 for a sample of the time- 


and-money-saving Stenographie Cen- 
tering Seale. You will want one for 
every typist in your office—and quan- 
tity discounts are offered. 


Write today to . . 


Stenographic Centering Seales 
ept. O 
1511 N. Algona, Dubuque, Iowa 


New SUMMARY 


for INCOME TAX Returns 


Be safe: Use BEACH'S new 
monthly Summary forms for 
CONDENSED expense report 
—file with return, and retain 
as many copies as desired. 

Also, use BEACH BOOKS— 
best and easiest way to keep 
DETAILED daily records, by 
entering items as incurred. 


At your stationers; or write 
BEACH PUBLISHING CO. 


19829 W. MecNichols Rd. 
Detroit 19, Mich. 


CATALOGS 
BOOKLETS, BROCHURES : 
FOR THE OFFICE ||‘! 


Steel Partitions 


Yawman and Erbe Mfg. Co., 1099 Jay St., 


Rochester } 
N. Y. Color brochure (No. 4041) covering complete line of 


“Y and E” steel partitions, with accompanying specifica 
tions, component parts and step-by-step assembly informa. 


tion. (1) 


Heating, Ventilating Units 
American Blower, Div. of 
American Standard, Detroit 3, 
Mich. New 48-page, illustrated 
two-color catalog (Bulletin 8927) 
covering redesigned line of 
American Blower heating and 
ventilating units, with tables and 
cies installation-type drawings. (2) 


Collating Machine 

Thomas Collators, Inc., 50 Church St., New York 7. Six- 
page brochure illustrating advantages and features of the 
new redesigned Thomas Collator. (3) 


GUIDES 
FOLDERS and 
FILING SUPPUES 


AERLEY ose lower 


Filing Supplies 

C. L. Barkley & Co., 1220 W. 
Van Buren St., Chicago 7. New 
36-page folder listing company’s 
filing supplies, with specifications 
and price ranges. (4) 


Office Copy Machines 

Peerless Photo Products, Inc., Shoreham, L. I, N. Y. 
Comparison chart providing check-list of performance fex 
tures of various ofice photocopy machines. (5) 


Bookkeeping Equipment 
National Blank Book Co, 
Holyoke, Mass. Four-page folder 
(No. 311) describing companys 
line of “Rite-Hite” posting 
stands, adaptors and trays, and 
indexes and forms. (6) 


Shipping, Office Room Equipment 

Seal-O-Matic Dispenser Corp., 169 Murray St., Newark, 
N. J. Catalogs displaying full line of gummed tape sealing 
machines, label master moisteners, carton openers, and 
other shipping and office room equipment. 


For further information, use Reader Inquiry Card om 
page 88. 
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CLASSIFIED ADVERTISING 


Rates are 20c a word. Minimum charge $4.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


for Sale or to Buy _ 


FOR SALE—30 KARDEX Cabinets. 5 x 8, 20 drawer, re- 
cently reconditioned, together wi.h Kardex Five-Cabinet Ta- 
bles. Richards & Conover Hardware Co., Box 889, Kansas 
City 41, Missouri. 

OFFICE EQUIPMENT. SOUTHWESTERN CANADA. Es- 
tablished “47. Primary source of income, sales and service of 
retail and wholesale office equipment and furniture. Located 
in beautiful natural playland. Ask $260,700. Net ‘57 (6 
months) $27,264. Equipment and buildings in good condition. 
Write. B-24563, Business Mart of America, 5723 Melrose 
Ave., Los Angeles 38, Calif. 


SALE: FACTORY DEMONSTRATOR ELECTRIC 2?-in-1 
Folding and Letter Opener Machine, fully guaranieed regular 
$432.50, yours for $198.50. Lansdale Prod., Box 568, Lans- 
dale, Pa. 

FOR SALE: SELECTOR DIAL Auto-Typist, attached Rem- 
ington Standard Noiseless, Perforator, Supplies. In use 2 
years. Parts warranty. If new, cost $1,913.85 plus attaching 
typewriter. Sale price $1175 with typewriter; without $1125. 
MMS Corp., 2217 N. Summit, Milwaukee, Wis. 

ELLIOTT ADDRESSING MACHINE EQUIPMENT. Re- 
placed by Tabulatng System. Good Conditon. 9 I1.B.M. Stencil 
Writers; 11 Moisteners; Punch Machine; Inking Machine; 2 
Addressing Machines; 2 Tape Machines; 66 100-drawer Cabi- 
nets. Write: Geo. J. Woodin, P. O. Box 2187, Tulsa 2, Okla. 


FOR SALE: DICTOGRAPH INTERCOMMUNICATION 
System. Twenty line system complete with Executive Master 
Station. Excellent conditon. Bargain price. For full informa- 
tion write O.M. 289. 

FOR SALE: ONE BURROUGHS, Model M-803, Bookkeeping 
Machine, Serial No. B-240087, purchased new in 1952, used 
an average 4 hours daily till July 1, 1957 and in dead storage 
since then. What will you offer: Contact: Hercules Powder 
Company, Office Manager, Harbor Beach, Mich. 


VARITYPER FONT SALE $10 each. Get list! Free Trial! 


' (Worth $30.50 each new). Adamm Co., 656 Broadway, N. Y. 


12, N. Y. TAlmadge 8-8659, sess 
CARTOONS FOR HOUSE MAGAZINES by America’s fa- 
vorite artists. For samples, prices, send publication name and 
circulation. Cartoons-of-the-Month, Roslyn 5, New York. 


WANTED ALL TYPE OFFICE Machines, Filing Equipment, 
Office Furniture, Kardex, Acme Post Index. Will exceed a 
manufacturers’ trade-in allowance. Write. Wire. National 
Office Equipment Co., 429 Broome St., New York, N. Y. 


Business Opportunities 


ARE YOU INTERESTED in $10,000.00 a year salaried, ex- 
ecutive position? If you are qualified, write for information. 
Expert Publications, 1601 9th St., S.E., Roanoke, Virginia. _ 
tLECTRONICS, LEARN HOW to program Business prob- 
ems such as Payroll, Accounts Receivable and Inventory 
Control for electronic computers. Send for Free information 
describing our Home Study Course “Programming for Business 
Computers”. Business Electronics Inc., Educational Section, 
420 Market Street, San Francisco 11, California. 


Belongs On 
Every Desk! 
ORIGINAL DUX 


Precision Pencil Sharpener 


A DUX on every desk saves time, 
saves confusion, saves money. Cuts 
down trips to sharpener. Always 
a sharp point with a twist of the 
wrist. Spillproof container. Choice 
of 3 colors. Wide variety desk, 
pocket models, also new lead 
pointer for mechanical pencils. 
See your stationer or write 


FRED BAUMGARTEN, Exclusive Imports 
1000 Virginia Avenue, N.E. Atlanta 6, Georgia 


FINE POINT 
GIANT INK SUPPLY 


BRILLIANT Unconditionally Guaranteed « Nationally Advertised 
INK cone, oe 4 
anced writing instrumen 
COLORS 5 designed for auditors, 
Color of Pen is accountants, bookkeepers & ¢ 
Color of Ink and others who need a 
BLUE + BLACK + GREEN fine ball point pen for fie 
RED - BROWN - LAVENDER extreme legibility. Fair Traded 
TURQUOISE - YELLOW-GOLD 


Monutactured by 
LINDY PEN CO.,INC., Culver City, Colif., U.S.A 


Fohlhaas NERT-A-SORT 


and ACCURACY 


Finest sorter on the market — 
sure to increase sorting effici- 
ency and production regardless 
of present sorting methods. 
Compact, sturdy and flexible 
for profitable use in any busi- 
ness. Made ina variety of sizes, 
alphabetical, numerical or any 
indexing to suit your needs. 


Write today for complete details. 


> tue ACA Laas company 


8012 S. Chicago Ave. @ Chicago 17, tN. 


Lt 


DIES ano PROOFS 5 Y, 


Geneine BICINESS CARDS 
p300 $11 © 1000 $15 FT 
BUSENESS ANNOUNCEMENTS 368 ONLY $28 
MP YOUR LETTERHEAD 10 THIS AD... 
WAIL FOR FREE PROOF = 4 
DEWBERRY ENGRAVING CO. 


7 SO. 20th ST., BIRMINGHAM 5,ALABAMA 


MAIL BAGS... 


-.- Protect Your Wail! — 


REDUCE YOUR OFFICE 
MAIL CHORES! 


A Complete Line of 
ATTRACTIVE 
DELUXE ALL 
LEATHER OR 
CANVAS & 
LEATHER MAIL 
BAGS. 


WRITE FOR 
CIRCULAR 


CAN+ PRO Gyecsaten a 


34 E. McWILLIAMS STREET FOND DU LAC, WIS. 
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GET MORE 


INFORMATION 
quickly - - easily 


On New Products 


212 Fifth Avenue, New York 10, N. Y. 


Obtain New Catalogs 
and Helpful 
Literature 


INQUIRY SERVICE 


Subscribers 
to 
OFFICE MANAGEMENT 


This service ts provided for the con- 
venience of Office Management Exeo- 
utives in obtaining complete informa- 
tion on the products advertised in 
this issue. Advertisements are identi- 
fied by their respective page numbers. 
Fractional page advertisements are 
further identified by the initials of 
the advertiser. 


Simply circle the 
respective numbers 
in coupon below 


Just circle the numbers on which you 
1 want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


SEND OFF THIS BLANK .. . FOR PROMPT SERVICE 


OFFICE MANAGEMENT 


Please forward to the respective companies, our request for further 


information on the items we have circled below 


There is no bee ny 
subscriber. 


to us for this. We understand this is a service to us as @ 


May 1958 New Products Items, and Catalogs 
- (Circle respective item numbers) 
_— 1958 = 1 Al B-1 C1 D-1 D- 9 
(Circle respective page numbers on which ads appear) 2 A2 B-2 C-2 D-2 D-10 
Page Page Page Page 3 A-3 B-3 C-3 D-3 D-11 
2nd Cover 20 69 81 TFC 4 A-4 B-4 C4 D-4 D12 
3rd Cover 21 70 81 TPC 5 A-S B-5 C5 D-5 D-13 
3 22 71 82 SI 6 A-6 B-6 C-6 D-6 D-14 
4 23 72 83 CI 7 A-7 B-7 C-7 D-7 D-15 
6 24 73 WRR 83 BPC D-8 
7 25 73 AFM 84 TSC TOOLS OF THE OFFICE 
8 26 76 - &5 SPC ¥ Information on products listed in the Tools of the Office 
9 58 77 GBG 85 AWF section may be requested by writing in names of manu- 
10 59 77 WAF 86 MC turers. 
11 60 77 CHH 86 SCS Manufacturer Page No. 
12 61 77 SMC 86 BPC 
13 62 78 VFI 87 FB 
14 63 78 AP $7 LPC 
15 64 79 87 TKC 
16 65 80 GS 87 CPC 
17 66 80 CCS 87 DEC 
18 67 80 LPI 89 : 
19 68 80 ALC 
Fractional page ads further identified by initials of advertiser ~- 
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Number of Office Employees (all departments) ...........+.+++.- 
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ADVERTISERS’ INDEX 


Acco Products Div. of Natser Corp....... 78 
Agency —La Porte} Austin, Inc. 

Acme Visible Records, Inc........... ; 8 
Agency—E. H. Brown Adv. Agency 

Advance Floor Machine Co........... a Se 
Agency—Vance Pidgeon & Assoc., Inc 

Ris a cots raw’ Sac viele ss cas 79 
Agency ~Atherion & Currier, Inc. 

American Automatic Typewriter Co..... 20 
Agency—Frank C. Nahser, Inc. 

American Lithofold Corp................ 80 
Agency —Burlingame-Grossman Adv. 

American Telephone & Telegraph Co.... 3 


Agency —N. W. Ayer & Son, Inc. 


Baumgarten, Fred 
Agency—Fred Worrill Adv. 

Beach Publishing Co........... ee a 
Agency—Francis Adv. Agency 

Bevco Precision Mfg. Co 
Agency—Mar-Pat Adv. Agency 

eee 83 
Agency—The Richard A, Foley Adv. Agency, Inc. 

INN oo ewe awed s a0mee cee 16 
Agency-—Don Harding & Assoc. 

Burroughs Corp 


Ee eee 2nd C 
Agena —-Compecit ites ald Co, ws ers 
IS ooh ca wid ncnk sao uwe 87 


Agency- Hatin Adv. Agency 
| SE eee 89 


Agency—Wm. B. Remington, Inc. 
Cgtte Ribbon & Carbon Mfg. Co., 


Agency—E. M. Freystadt Associates, Inc. 
Recast dun eca ealudinws 83 

Agency —Rex Farrell, Inc. 
Cramer Posture —y Co., Inc 


re 76 
Agency Batten, Barton, Durstine & Osborn, Inc. 
Dewberry Engraving Co.................. 87 
i | ES eee 14 
Agency—Fuller & Smith & Ross, Inc. 
Diebold, Inc., (Flofilm Div.) ok paaau! ae 
Agency —Ritter, Sanford & Price, “Inc. 
= a9 Div., Peerless Phote senroimne 
is a/iiareld sia! Guana EASTERN KE aicienie Ried-e'k ora d 12 


a ee eee 
Agency—Batten, Barton, Durstine & ‘ie _ 
Eastman Kodak Co., Business Photo 
Methods Div., Verifax................. 58 
Agency—J, Walter Thompson Co. 
Edison Voicewriter Div., Thomas A. Ed- 
—_ Industries 
gency 


J. Walter Thompson Co. 


Eureka Specialty Printing Co........ oe 
Agency—-Kretschmer & Dinner, Inc. 


Faber-Castell Pencil Co., Inc., See 85 
Agency—J. M. Kesslinger & Assoc. 

oe 81 
Agency-— Ladd, Southward & Bently, Inc 

wee & Co., aoey } wy Bi scosiesesens 77 


General Electric Co., Commercial & 
Industrial Air Conditioning Dept. . 24 
Agency—Ruthrauff & Ryan, Inc. 


General Fireproofing Co., The........... 26 
Agency—The Griswold-Eshleman Co. 
Graff Co., Fooree.! _ ee ea ee 77 


Graphic Systems.. ee ee rE < 
Agency—Diener & Dorskind, Inc. 


Haloid Xerox, Inc......... 
Agency—Hutchins Adv. Co., Inc. 

Hunt Pen Co., C. Howard............ oe 
Ageney—Doremus-Eshleman Co. 


Inter-Continental Trading Corp......... 15 
t Agency—Mann-Ellis, Inc. 


MAY 1958 


Kenro Graphics, Inc.... Ser 
Agency—Car <-sagaaage “Inc. 
ene TI, TOD ow win cbc ccecnsccsscees 87 


Agency—Frank 4 Jacobi Adv. 


Riis Pin, DMG. ook csp cncccvecnvace 80 
Agency— Wilkinson Advertising 

Lindy Pom Co... Gre, TRS. ..osecvcces ” 87 
Agency—Sheldon Marks Adv. 

Macey-Fowler, Inc... .........0e+seeee08 » = 
Agency—Givaudan Adv., Inc. 

ITI, oo vice sn cassishvessiscswus 86 
cGraw Edison Co., Voicewriter Div... .. 69 


Agency—J. Walter Thompson Co. 
ee Mining & Mfg. Co., (Thermo- 


Agency—Ruthrauff & Ryan, Inc. 
Monroe Calculating Machine Co... 
Agency—L. H. Hartman Co., Inc. 


Moore Business Forms, Inc............ «a & 
Agency—N. W. Ayer & Son, Inc. 


.3rd Cover 


Mosler Safe Co., The. .........-.c000. 65 
Agency—Cunningham & Walsh, Inc. 

National Business Show............. soon OS 
Agency—Carpenter-Proctor, Inc. 

National Cash Register Co., The....... 17, 61 


Agency—McCann-Erickson, Inc. 


National Office Management Association. 64 
Agency—Denham & Co. 


Neva-Clog Products, Inc..............-++. 18 
Agency— Wilson, Haight, Welch & Grover, Inc. 
Office Management.............- 82, 84 

Olympia Typewriter Div., inter-Conti- 
nental Trading Corp. .............+.+. 15 


Agency—Mann-Ellis, , 
Ozalid Div. of General Aniline & Film 


ON <ccsvcsecesbeveaeeestsenpesebs conse 21 
Agency—Benton & Bowles, Inc. 


Peerless Fhoto Products, Inc. nee. ae 
Agency—John Mather Lupton Co., “Inc. 

mee ay ly ae ee eee 6 
Agency—L. E. McGivena & Co., Inc. 

Pe Ts GIs 5 5 6.c'on'6 nec bivacsccness 72 
Agency—Mar-Pat Adv, Agency 

Roberts Rubber Co., Weldon...... 73 
Agency—La Porte & Austin, Inc. 

a Ee eee 82 


aeney —thetned @. E. Uliman Organization, Inc. 


I ie on csi pewat see oes 28 
Agency—J. Walter Thompson Co. 

Shredmaster Corp., The........ ; <a a 
Agency—Cayton, Inc. 

ee eens 77 

Sante, Une. Cheese ©... 002 ssc eess 80 
Agency— A: yres, Swanson & Associates, Inc. 

Pee eee eee 7 
Agency—Cunningham & Walsh, Inc. 

Standard Register Co., The............ . 67 
Agency—Don Kemper Co., Inc. 

I, ON, 5 kB nis en wse sss 4th Cover 
Agency—Wesley Aves & Assoc. 

Stenographic Centering Scales. . a. ae 
Agency—Ross Advertising 

Sturgis Posture Chair Co., The. ... o> Mae 
Agency—Blaco Adv. Agency 

pe eee Ort - . 81 
Agency—H. M. Leete & Co. 

Wg oes oie cevas ti ekdceriares 11 
Agency—Marsieler, Rickard, Gebhardt & Reed. 

nc 

Traveletter Say 2 lnc knee lente ietse ween mes 66 
Agency—Van Lear Woodward Associates, Inc. 

Venus Pen & Pencil Corp................ 62 
Agency—Doyle, Dane, Bernbach, Inc. 

ee es Sia Fins 6b io 5008 s050% 78 


Agency—Ritter, Sanieed & Price, Inc. 


Chart-Pok 


THE EASIER, BETTER WAY TO 
MAKE CHARTS AND GRAPHS 


Save your draftsmen’s time — 
Chart-Pak pressure-sensitive tapes, 
precision printed with commonly 
used lines, patterns and shapes, 
save hours of pen-and-ink drudgery 
for the professional chart-maker. 
_—— 12523 Ye") - _— 

Better charts, quicker — Even 
unskilled personnel can, with a mini- 
mum of practice, turn out really pro- 
fessional-looking charts in a fraction 
of the time required to draw them. 


SE P. -  aeee SE 
(Tape No. 6223 1/16”) 


Facilitate changes — No messy 
erasing and re-drawing to correct 
Chart-Pak charts . . . just lift the tape 
and replace it. Yet Chart-Pak makes 
a permanent chart — reproducible 
by any standard method. 


Many other advantages — for plant 
and office layouts, advertising, ma- 
chine drawing, mapping, etc. 


@ Facilities for printing special patterns ond 
symbols to order; precision tape-slitting to 
special sizes. 


For Full _ and name of 
tafermation nee you, 


coupon below. 


CHART-PAK, INC. 
] 1137 River Road, Leeds, Mass. 
] Please send information about Chart-Pak. 


Name 


Title 
ecw 
I Address. 


| City State 
This coupon border made with Chart-Pok Tope 


enb que Gan mn ane os en Gael 


Zone. 
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editorial 


American management in action 


IT IS pretty well acknowledged that, at times, people can “talk up a storm”—but 
when the economic weather turns a little cloudy and the atmosphere becomes over- 
cast, this typical American characteristic is injurious to talkers and listeners alike. 
No one intends to minimize the impact of lessened, if not downright loss, of 
income to those families who have felt the pinch of the current recession. But 
fear multiplies rapidly, carrying in its wake a negative attitude toward the proved 
a; resourcefulness of America. This resourcefulness is too great to be talked down, or 
i worse, talked away. 
We note, however, that the American Management Association has scheduled 
an Economic Mobilization Conference for mid May. President Eisenhower, Vice 
a President Nixon and Secretary of Commerce Weeks will address this conference, 
as will sixteen presidents and board chairmen of leading American corporations. 
More than 1000 of the nation’s top business executives are expected to attend for 
purposes of exchanging views on the recession and methods most practical to 
prevent its continuation. AMA President Lawrence A. Appley has stated that the 
conference was inspired by a recent remark of President Eisenhower that “the real 
mainspring of our kind of economy is not government, but the built-in thrust and 
vigor of private enterprise.” The purpose cf the conference, then, is to demon- 
strate the existence and potential of this thrust and vigor. 
al We salute the AMA for arranging a conference as important and as timely 
. as this. A recession does not only affect government officials and corporation 
pS executives, but every person in the nation. These persons, quite naturally, will 
a look to their political and industrial leaders to calm their fears and point the way 
e toward alleviation of economic distress. This conference will take to task the 
varied comments on the downturn in national economic health and apply needed 
medication to what is rapidly becoming a touch of “recession fever.” 
By providing a forum for men of authority to present concrete proposals, the 
AMA has rendered a great service to the management groups it represents and 
to the nation at large. 


OFFICE MANAGEMENT 
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The ADVANCED We 
MONROE Calculator f 


onrushing Science | 


r a 


In speed, in accuracy, in overall performance, _ 
Monro-Matic® Calculators are far ahead. Where 
other calculators depend on human decision, | 
Monroe Calculators work automatically saving 
_ time, saving money, reducing errors, 


_ Monro-Matic Calculators gre being bought today 
by top companies like these: © 
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You can tell immediately the kind 
of man he is. He’s a leader, He’s 
reached the top of his profession. 
His capabilities, his position and 
his personal tastes are all reflected 
perfectly by his office. He chose 
a Steelcase office. And he specified 
Steelcase for his general office and 
for all other offices in his organi- 
zation. You see here the styling, 
the engineering and the construc- 


tion that have made Steelcase the 
world’s leading manufacturer of 
fine steel office furniture. When 
you are ready to furnish your own 
office — general or private — join 
the growing list of important com- 
panies who specify Steelcase. The 
cost is surprising!y modest. Steel- 
case Inc., Grand Rapids, Michi- 
gan. In Canada: Canadian Steel- 
case Co., Ltd. Don Mills, Ontario. 


a With Our Compliments: A copy of our new full-color Desk 


Ailton y manger eet m rope 


- Catalog, for the asking. Have your secretary address Dept. M. This is a section of Inland Steel 


| desks) Company's new general office. 


STEELCASE 
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